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Introduction 
In this assignment I am going to produce a portfolio of evidence of my findings in regards to effective team working and communication I will demonstrate this by including my in class exercises and published literature as well as discussing my own findings within the workplace and how this relates to written literature.

Communication
Communication is the combined science of transferring verbal and non verbal information from one party to another. Communication is also about listening to what another person is saying and then reacting to this information. People can also communicate non verbally through body language for example someone who does not want to talk to you may face the other way to you or not look you in the eye. Good reading and writing skills are also essential if you want to have high level communication skills.
Working as a team is about having good communication with the people you have around you this the key to effectively running a team, when you are able to communicate with others effectively whether that be following instructions or conveying your message to someone else it is vital to make sure this is done correctly. I have personally experience both sides of the spectrum having poor and ineffective team members within the work place and also having working a different care home and getting great management and communication with members of staff. Some of the differences I noticed were; more effective use of time management, this resulted in more stuff getting done, things felt more organised an therefore the day went smoother and happier staff members.  
As a team member you need to be willing to get to know the people you are working with, from my own experience when you are working with people you know well an can trust in the workplace you preform much more efficiently, I think this is due to the fact that when you feel more comfortable with that person you are able to communicate with that person on a higher level also when you form a team bond with another person you are more likely to go the extra mile for that person in order to not let them down so this is very valuable to managers to have strong bonds with their team members. Communicating whilst working also keeps moral and happiness up which is very valuable in team environments. 
One valuable asset when communicating verbally is being able to speak clear when communicating with colleges that is both with pronunciation so that person can understand you clearly and your grammar being able to structure your words correctly and in a way that is easy to understand. 
For someone to find out whether their communication is good or bad you need to get feedback from others by asking and getting their response. A lot of jobs include this kind of thing is work reports or assessment periods when you start a new job this is done to make sure you are fitting in correctly and whether there are things that need to be worked on. 
Key issues in communication
Identifying the strategic issues is one of the most important things in the workplace and potentially one of the most difficult steps in the planning process when you are trying to create an effective team environment.  
In the workplace I think I am good person to work with and I communicate very well with my colleagues as well as patients. I think this is because I realise people are individuals and therefore react differently so I try to communicate with them on their level, this is especially important when I was working in a care home as some may not cooperate unless approached correctly.    
Their relationship with me is important as I feel it is vital to get along with the people you work with in order to provide the best service to customers as well as a happy work life. 
The way in which we communicate is vastly different to what we was doing 30 years from now and will be vastly different 30 years from now so within the work environment we need to keep evolving and creating new and effective ways to communicate with colleges and customers. 
“The requirement for employees to communicate with other company offices or customers on a global basis has created the need for businesses to develop a strategic communication plan. Strategic communication planning includes technology implementation, business process integration and learning how to address global cultural differences. Employees in multinational companies must learn how to cross language and cultural barriers on a daily basis. Business communications will take place on a 24-hour basis, requiring employees to adjust to non-traditional work situations.”
https://work.chron.com/strategic-workplace-issues-2402.
In the workplace you need to be able to create open communications with employees at all levels, when you have a business you need your staff to be able to communicate with potential client by finding out what their requirements are and cater to that to the best of their ability, this applies to both customer service roles and sales roles being an effective communicator is key.  
In communication one of the most important things is to reduce confusion in your team members, this is one of the most important characteristics of a high level communicator. You need managers to realise you cannot expect to enforce high level performance with low level communication, I see this a lot with employees being confused and therefore unable to achieve the task set.
Effective communication starts with the top leadership and the management, they need to hold themselves to the same standards. This includes seeking feedback from your team members whether this is good or bad, this equals great leadership. 
Team Communication
Team communication is vital in many areas of life; teams are strengthened when individuals feel empowered to express ideas in a respectful and accepting environment. It is beneficial to hold to host team building events as this provides an opportunity for team members to hang out and get to know each other on a deeper level this improves bonds and the respect within the group. Team communication is about respecting each individual equally. It shows great leadership when managers allow diversification and allow employees to celebrate their uniqueness. These are all qualities that make a team great.   
Team work in the work environment is about communication. You must work hand to hand with each other in order for the team to be successful. It is important that each member communicates effectively, whether your work in a small team or big team it is important to focus effectively to realise the benefits of team work. 
A major benefit of team communication is providing the project. The team is about working together with your colleagues. A specific role responsible for certain kinds of tasks are needed for each individual but the team may consist of working when you communicate with one and other. They are able to make sure each team member knows what they are doing in regards to communication skills.    






Effective Communication 
Teams can also help other teams to understand issues in communication. That is affecting the progress of good communication. If you’re working together with your colleagues to solves problems the issue can be quickly solved. If the team communicates effectively with one and other they can keep communication going. Each Individuals below to many types of groups, the type of people live everyday depends on the groups which they belong. Much of the work decision that shapes the communication depends on the action that group takes, the communication is the most important because they influence people experience in understanding the skill of team work.
The study of group communication will help you to understand how group actions come together in a team environment. The study of group communication can lead to organisational policy.    
The importance of studying group communication. In the study of group communication, the challenge is to make communication better, research and suggest the groups decision the leader needs to be open to opinions and more cautious and aware to risks. 
Decision making is another dominant area in group communication. Communication is about understanding the facts that influence groups to make a good decision and bad decision and then making work practices improved.    
Nonverbal communication 
“As verbal messages are being communicated, an equally important process of communication is taking place on a nonverbal level. Nonverbal cues from a speaker such as smiling, eye contact, or fidgetiness help listeners interpret the meaning behind the words a person is using to communicate a message. Listeners perceive these messages subconsciously and often have difficult time articulating why they arrived at a certain understanding of a persons message. As the title of Malcom Gladwell’s (2005) book bink: the power of thinking without thinking suggests, this process of rapid cognition takes place in the blink of an eye and often outside of awareness.” 
 Certificate in Higher Education: Skills for the workplace Student yearbook pg.49



“Verbal Communication Skills in the Workplace 
What constitutes effective verbal communication on the job depends on the relationships between communication partners and the work context. Verbal communication in a work setting takes place between many different individuals and groups such as co-workers, bosses and subordinates, employees, customers, clients, teachers and students, and speakers and their audiences.
Verbal communication occurs in many different contexts including training sessions, presentations, group meetings, performance appraisals, one-on-one discussions, interviews, disciplinary sessions, sales pitches, and consulting engagements.
Examples of Verbal Communication Skills 
Here are some examples of effective workplace verbal communication skills employed in different workplace contexts.
Verbal Communications for Supervisors: The best supervisors don’t merely tell their subordinates what to do and expect them to listen. Instead, they employ active listening skills to understand employee needs and perspectives, engage in verbal negotiation to address and defuse issues, and capitalize upon opportunities to praise individual and team achievement.
· Advising others regarding an appropriate course of action
· Assertiveness
· Conveying feedback in a constructive manner emphasizing specific, changeable behaviors
· Disciplining employees in a direct and respectful manner
· Giving credit to others
· Recognizing and countering objections
· Showing an interest in others, asking about and recognizing their feelings
· Speaking calmly even when you’re stressed
· Terminating staff
· Training others to carry out a task or role
· Using affirmative sounds and words like “uh-huh,” “got you,” “I understand,” “for sure,” “I see,” and “yes” to demonstrate understanding
· Using self-disclosure to encourage sharing
Verbal Communications for Team Members: Open and constant lines of communication are vital to team success, particularly when completing quality- and deadline-critical projects. One of the most important team-building skills, strong verbal communications help to ensure that issues will be spotted and resolved in formative stages, averting costly escalation.
· Conveying messages concisely
· Encouraging reluctant group members to share input
· Explaining a difficult situation without getting angry
· Explaining that you need assistance
· Paraphrasing to show understanding
· Posing probing questions to elicit more detail about specific issues
· Receiving criticism without defensiveness
· Refraining from speaking too often or interrupting others
· Requesting feedback
· Stating your needs, wants, or feelings without criticizing or blaming
Verbal Communications with Clients: If a large part of your work involves one-on-one communications with customers, it’s helpful to have a “gift of gab” – particularly if you are a sales professional. Keep in mind, though, that your conversations need to be focused upon identifying and addressing your clients’ needs; using your verbal talents to encourage consultative dialogues will ensure positive client relations.”
https://www.thebalancecareers.com/verbal-communication-skills-list-2059698 Alison Doyle 
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2 Practice exercise: Paraphrasing
B Read the text below, and then decide which of the three paraphrases

ngsm v”qgﬁ_ﬂqmmm-ﬂn fa=c) s best.

THE CAUSES OF THE INDUSTRIAL

Paraphrasing means changing the wording of a text so that it is

significantly different from the original source, without changing REVOLUTION

T n»ﬂ,ﬁ?ﬁ._:m 2 koY, SR mf: b.anann_, | | Allen (2009) argues that the best explanation for the British
o o I | location of the industrial revolution is found by studying

demand factors. By the early eighteenth century high wages
and cheap energy were both features of the British economy.
Consequently, the mechanisation of industry through such
inventions as the steam engine and mechanical spinning was
profitable because employers were able to economise on |
labour by spending on coal. At that time, no other country Il
had this particular combinat e labour and

understanding of a source. This unit focuses on techniques for

paraphrasing as part of the note-making and summarising process.

1 The elements of effective paraphrasing

Paraphrasing and summarising arc normally used together in essay writing, Sindant el
but while summarising aims to reduce a source to an appropriate length, e S AT
paraphrasing attemprs to restate the relevant information. For example, the ) A focus on demand may help explain the UK origin of the
following sentence industrial revolution. At that time workers’ pay was high, u.:y/,
energy from coal was inexpensive. This encouraged the
There has been much debate about the reasons for the development of inventions such as steam power, which 4
industrial revolution happening in eighteenth-century Britain, enabled bosses to save money by mechanising production
rather than in France or Germany. (Allen, 2009). r\
@dﬁ reason why Britain was the birthplace of the industrial L 378
revolution can be understood by_analysing demand in the T VS VY

could be paraphrased:
early 17005, according to Allen (2009). He maintains that,

B eioTon e L e ﬂ“__.ﬂ_:omn__w., N:Mm.: ::m_a the critical combination of cheap energy
e ; nd high labour costs. This ..w:no:_‘mmmn the adoption
. of steam power to mechanise production, thus saving on
wages and increasing profitability. s

Why the industrial revolution occurred in Brit:

Note that an effective paraphrase usually: | .
| (c) Allen (2009) claims that the clearest explanation for the UK 3 [~ > e\

location of the industrial revolution is seen by examining
n_mim:n_ factors. By the eighteenth century cheap energy and
high wages were both aspects of the British economy. As a
result, the mechanisation of industry through inventions such
\ g was profitable

has a different structure to the original

has mainly different vocabulary

retains the same meaning
as the steam engine and mechanical spin

cnnm:.mm employers were able to save money on employees by
spending on coal. At that time, Britain was the only country

\itieror!sant deposits of coal

keeps some phrases from the original that are in common use
e.g. ‘industrial revolution’ or ‘eighteenth century”
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Gibbs’ reflective cycle
Gibbs’ reflective cycle
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