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1.0. INTRODUCTION
Teamwork is when two or more people who work at the same institutionthat forma grup collaborate to complete the job in an effective way.                            
Working in teams to solve problems and achieve collective goals is a common experience for many.While teams can achieve extraordinary results,they can also deteriorate into an ineffective and immobilized grup of frustrated individuals. This chapter introduces the concept of team and describes common team problems as well as te conditions that are associated with team success. As individuals join togeter and build trust,grups develop a shared identity and a common purpose as they progress through predictable stages of development. Team leaders that understand those stages are able to facilitate growth. The chapter concludes with a look at the current trends in team research. Griffiths,B.A. and Dunham, E.B.(2015) 
Communication(in the simplest explanation) is when making the transfer of information from ,one place to another from one person to another.                                                                                                                     Good communication is an essential tool in achieving productivity and maintaining strong working relationships  at all levels of an organisation. Employers who invest time and energy into delivering clear lines of comminication will rapidly build trust among employees, leading to increases in productivity,output and morale  in general. Meanwhile ,employees who communicate effectively with colleagues , managers and customers are always valuable assets to an organisation and it is a skill which can often set people apart from their competition when applying for jobs.                                                Pour communication in the workplace  will inevitably lead to unmotivated staff that may begin to question their own confidence in their abilities and inevitably  in the organisation. (Michaelpage.co.uk)
The name of the organization where I work now is called Pemier Inn, it is a British hotel chain and the largest hotel brand in the UK. The hotel's location is in Putney Bridge. It is centrally located on the northern shore of the River Thames, is just 100 metres from Putney Bridge metro station. The company was founded by Whitbread in 1987.
Communication at my workplace is very important to the hotel's condition. Communication on the team at my workplace is important only in the team we can give good results. Equally important is communication with our clients, we must have a verbal and non-verbal communication very friendly to make the client feel like "home ", and to return with joy to us.
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2.0.Types Of Communication
Types of communication that I know are: verbal communication and non-verbal communication

2.1.Verbal Communication
Verbal communication encompasses both our words and our verbal fillers(e.g.,um,like).Verbal messages are created through language. Effective communication involves accurate interpretations of others’verbal messages as meaning iscocreated. Otherwise , the meanings of the Words you communicate will not be understood. As a professional, you must make effective use of your language  skills and impove your abilities to interpret other people’s messages. Robinson and Robinson (1982) concluded that if speakers are to be consistently efficient at conveying verbally their  intended meanings to listeners , they must understand that intended meanings may not be fully conveyed by a message and that many factors can lead to a listener’s failure to understand what aspeaker means.  Quintanilla, K.M. and Wahl, S.T.(2017).In Bussines and Professional Communication. Third Edition
I at my workplace use verbal communication with colleagues with bosses with the reception and of course with the hotel's clients.  When I want to transmit information to colleagues, bosses or reception, I use the station, text or call the phone. With the clients use verbal communication with them dialogues regarding the stay in the hotel and not only.
 
2.2.Non-Verbal Communication
Put simply , non-verbal communication (also referred to as bady language) includes all those ways we communicate with out Words.  A more techinical defition for non-verbal communication is”communication other than written or speken language that creates meaning for someone”(Yvy & Wahs 2014, p.5).
The literature provides considerable support for the effectiveness of non-verbal communication as a tool for conveying thoughts attitudes , perceptions, and meaning . Research indicates that about 55% of interpersonal messages are conveyed non-verbally (Lavan 2002). This seems logical, because most human beings are visually dominant and live in a society dominated by visual images and are thus more inclined to believe the evidence
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Non-verbal communication at work I use mainly with clients, I must have a body language that I can give them a good disposition, to feel respected.
Bady language that could help me to achicieve this is:
•Open bady language (ex. Facial,open arms)
•Smiling
•Professional apparance
•Eye contact 
•Nodding to acknowledge listening

3.0.Theories Of Communication
The three communication theories I know are:
•Shannon-Weaver Model Of Communication
•Berlo’s  Model Of Communication
•Schramm’s Model Of Communication

3.1.Shannon-Weaver Model Of Communication
 In 1949 an enginner andresearcher at Bell Laboratories ,named Shannon , founded an information theory based on mathematical theories which was about signal transmission with maximum telephone line capacity  and minimum destortion.  For the first time,he introduced the qualitative and qualitative model of communication as a statistical process underlying information theory.
The aim of Shoannon was signal  transmission from source to destination through transmitter and receiver across the channel with minimal interference or error. The information  theory initially developed to separate noise from the signals carrying the information, Later on Weaver extended and applied Shannon’s information theory for different kinds of communication . While Shannon was focused on engineering aspect of his theory, Weaver  developed the philosophical aspects of this theory related to human communication. Shannon and Weaver models of communication has 7 main elements which are:                                                                                                                                     
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•Information source chooses desired message among a set of possible messages which can be mixture of any form of written or spoken, image or sound.
•Transmitter changes the message into the signal , also known as encoder. 
•Message is the thing which is sent and received and all communication is about.
•Channel is the path message passed through from the transmitter to the receiver.
•Receiver is the reverse transmitter which changes the signal back into the message, also known as decoder.
•Destination is the  target place of the transmitted message.
• Noise:  The messages are transferred from encoder to decoder through channel. During this process the messages may distracted or affected by physical noise like horn sounds, thunder and crowd noise or encoded signals may distract in the channel during the transmission process which affect the communication flow or the receiver may not receive the correct message.
https://www.businesstopia.net/communication/shannon-and-weaver-model-communication


At work it would be difficult with this model because it has no feed-back, and it would be difficult for an employee's message to reach the other employee correctly. an example from me at work: I called the station at the reception to say that room 18 is ready and can sell it because of the communication model Shannon -Weaver the message I was bruised and the one at the reception did not understand correctly what room I have given and instead of room 18 put for sale room 8 that was not ready.
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3.2.Berlo’s  Model Of Communication
While the Aristotle model of communication puts the speaker in the central position and suggests that the speaker is the one who drives the entire communication, the Berlo’s model of communication takes into account the emotional aspect of the message. Berlo’s model of communication operates on the SMCR model.
In the SMCR model
· S - Stands for Source
· M - Message
· C - Channel
· R - Receiver
The receiver should be on the same platform as the speaker for smooth flow of information and better understanding of the message. He should possess good communication skills to understand what the speaker is trying to convey. He should have the right attitude to understand the message in a positive way. His knowledge should also be at par with the listener and must know about the subject. He should also be from the same social and cultural background just like the speaker.
There are several loopholes in the Berlo’s model of communication. According to the berlo’s model of communication, the speaker and the listener must be on a common ground for smooth conversion which is sometimes not practical in the real scenario .  
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   https://www.managementstudyguide.com/berlo-model-of-communication.htm[image: ]
At my place of work that Berlo's communication model should be present I (the speaker) and the one at the reception (the listener) must be on the same platform our conversation should be correctly understood. In order for our conversation to be understood by both, we must talk about the same topic.                                                                          







                                                          6


3.3.Schramm’s Model Of Communication
After learning the Shannon weaver model, let’s find out about Schramm’s model of communication which has its roots from the Shannon weaver model itself.
Wilber Schramm proposed the model of communication in 1954.
Information is of no use unless and until it is carefully put into words and conveyed to others. Encoding plays a very important role because it initiates the process of communication by converting the thought into content. When the information reaches the recipient his prime responsibility is to understand what the speaker intends to convey. Unless and until the second party is able to understand or decode the information what the sender wants to communicate, the message is actually of no use. Thus encoding and decoding are two most important factors of an effective communication without which information can never flow between two individuals. Schramm’s model also revolves around the above principle. According to the                                                                                  
 
 

 Schramm’s model, coding and decoding are the two essential processes of an effective communication. He also emphasizes that the communication is incomplete unless and until the sender receives a feedback from the recipient. Imagine a person sharing his thoughts with his friend and his friend not responding to him. Is the communication complete? NO.Schramm believed that communication is actually a two way process between the first party and the second party.
	Sender

	M↓ ↑M

	Receiver



Schramm believed that an individual’s knowledge, experience and cultural background also play an important role in communication. Individuals from diverse cultures, religion or background tend to interpret the message in different ways.
https://www.managementstudyguide.com/schramm-model-of-communication.htm



 At the workplace for Schramm's communication model to be used, it is necessary that when my information reaches the recipient it will ensure that it has arrived correctly and that it agrees with me. For example: I call him my boss and I tell him that one of the clients wants to decorate his room for the lovers' day so that he wants to surprise his wife. I come up with the proposal to decorate his room in a certain way, he has the responsibility to let me know if the message has reached him and if he agrees with my proposal or if he does not tell me that he does not agree and has another idea.
To conclude according to this model of communication when a sender passes on the information to the receiver, the receiver must interpret it in the desired form the sender wants and give him the feedback or respond accordingly. Any communication where the sender does not get the feedback, the communication is not complete and thus ineffective.
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4.0.Conclusion
 In this report I discussed communication, types of communication, theory of communication, communication models and communication in the workplace. How important is communication at work, I talked about teamwork and what benefits the work brings to the organization, I talked about my work place which I love immensely and I do my job with my dear colleagues and bosses who trusted me that I can do many things with my future, helped and encouraged me on a professional level.
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the meeting, he waits patiently for Ms. Mills’ assistant to call him into her office. When he is escorted
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kind eyes. He approaches, shakes her hand, and waits for her permission to sit

Ms. Mills is nothing like the horrible person they made her out to be. Ms. Mills asks Mark several
thoughtful questions about why he is successful, ways the staff can be supported, and how the
company fits in with his professional goals. Mark feels more and more comfortable as she leans
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occasion and that the team would be better if more money were allocated to i
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Lecturer’s signature:





image.jpg
Trinity Saint David i Effective Team Working and Communlﬂﬂm -‘M;I!

AONDOY i uy, BMSW4002
In-class exercise 1

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 on
appendix together with you Task 1 (part of the Assignment for this module).

Student Name: AES, Student I1D: _L&_‘_@ﬁ_‘____

Ex.1. Read the following passage and answer the questions.

The professor and the village people

A Professor of English at a well-known Welsh University lived in a large house not far from a little village. He
never went into the village, bur shopped in the town near the University because he had nothing in common
with the village people, who were largely uneducated and did manual jobs. One night, the professor fell
asleep while smoking his pipe and the pipe fell onto the carpet and started a fire. :

When the professor awoke and saw the house on fire, he rushed into the village, screaming:

‘The edifice is being consumed by a great conflagration!’ 2
‘The edifice is being consumed by a great conflagration!’ 4

The village people looked at him and continued doing what they were doing.

‘Don’t you understand? He said. “The edifice is being consumed by a great conflagration!

They ignored him.

When the Professor returned home, he saw that his house had been completely destroyed He sat dmn

the ground and wept. The next day, he went into the village crying. “Why, oh why didn’t vouheipm?llv"
home has been destroyed by the fire. | came and begged you last night.” He wept. e

‘But Professor, why didn’t you say that your house was on fire? We would have helped '

Q1: Why didn’t the village people help the Professor?
Q2: What should he have done to get them to help him?
Q3 Whose model of communication do you think can explain this situatlon?
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1. Given the professional context, what would you have done the same and/or differently if you

were in Mark’s position?
2. Do you think Mark accurately evaluated the context? Why or why .not?
3. What communication factors led to the change in the chief executive officer’s disposition?

4. How could Mark improve his communication skills?
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Ex.2. Read the following brief and write a business email according to the instructions.

You are Director of Communications at your company and you would like an employee, Jack Dantels, 16 jow

your Communications Training team
- Tell JD why you are writing

- Say what you have observed and like about his communication skills

- Tell him why you think he would be an asset to the team
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