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By many business experts and by many successful businessmen, the business communication is considered as the core driving forces of business organisation without an effective team working and communication there is not success. Communication is furthermore considered as blood circulation of business organisation. Effective mode of communicating system makes easier for business to operate and to get easier and quicker success. On the other hand, any company can face failure in the operation of business if they cannot maintain proper communication system between department to department, person to person or perhaps with customer. 

For instance, working in retails such as supermarket or stores could be immensely exhausting and exciting at the same time because you must deal with customers and colleagues every day and you must have and amazing communication skills and team working. As matter of fact, it is wonderful opportunity for someone who does not have any background of customer service or any communication skills because you will be experience there the struggle to gain an effective team working and communication skills.

The reason of this report is to analyse methodically and in detail a few communication skills that I have learned in a business environment and it is very useful to know the technics and methods for this skills not just to communicated in workplace but also outside of workplace.
In the following pages I am going to write and explain from my own personal experience regarding the effective team working and communication that I learn from my workplace.




















[bookmark: _Toc38592603]
Workplace 



London is a multicultural city, full of potential with nearly 9 million population more than 270 nationalities and almost 250 languages are spoken, making the capital the most linguistically diverse city in the planet.
Working as customer service in retail in the busiest city of the United Kingdom could be very challenging. While there are many things can affect in the shop experience such as customer service, price and store environment, communication skill and team working are always going to be the top factor that impact the business success.

Last summer I have started working in Westfield in white city in west of London.
Westfield is the biggest shopping centre in London with thousands of visitors every day, I was extremely excited to work not only in busy place but also in the shop very popular called Tommy Hilfiger.
Tommy Hilfiger is well known internationally company with a good reputation of customer service and provide great quality of production such as clothes, shoes and bags for women, men and kids. So therefore, they are expecting a great customer service from each individual member.

On my first day as sale assistance I was continually practicing how to sell more products and to become top seller in the store. My first couple weeks were disaster as I am keeping trying just to sell product without knowing the mechanisms to be top seller and maybe I was focusing just to demonstrate to the store manager that I am cable to sell. After my couple weeks in the store I have been starting to learn how to become one of the top sellers as I was keeping observing my colleagues and the customers’ satisfactions.  
Working with my colleagues have helped and make me realised how to be communicated effectively and made my life easier and simpler since then.


[bookmark: _Toc38592604]Verbal and Non-Verbal

Effective communication is the process of exchanging information, knowledge and idea between two individuals and the goal is about to understanding in manner and clearly possible way to each other. Effective communication skills are fundamental and vital to success in many aspects of life. Effective communication could be dived in two categories verbal and non-verbal. 

The verbal communication is an oral communication and could be through the telephone and video call as well. Effective verbal communication could be provided by the tone of the speaker, clarity of speech, body language and the quality of the words in the conversation.
For example, in my workplace if I am having conversation with customers, I must keep my voice tone high and clearly in order the receiver could understand me.
The CEO of the company uses video call conference to communicate with those managers of the stores. This is how useful is technology to use it as oral communication.  


There are three basic categories in verbal communication could help you achieve good communication skills listening, understanding and responding.
Listening is not just hearing the voice or the word the person is saying to you but its require a manner such as eye contact and body language could motivated to the person who speaking to you and it could help him express comfortably.
Understanding help solving problems and teaches new things and it must be mutual understanding to occur and agreed from both people.
Responding politely and clearly could help not to repeat over again and save time.
Those three categories help me to communicate properly with the customers and my colleagues and those are only verbal way to communicated.
Once you star communicating and understanding with the customers you learn anything you do, act and wear helps you even to communicated quickly and easier, that is one of non-verbal communication.

Non-Verbal communication refers or includes anything that you could communicated without speaking verbal such as email, notes, sign and body language. Non-verbal language is very important, and it helps a lot to comminutor by the way you listen, look, move and react because it shows how much you pay attention and how much you have been interested.  
Body language says a lot about person especially in workplace. Professional appearance has huge impact and makes easier to customers to engage.  The first two things customers notice are the appearance and the facial expression. Smile is very important and common expression because is warming and accommodating. 
I have analysed everything I am doing when I speak to customer even my tone of voice my gesture and my physical distancing because I might intimidate the customers. 
Technology has taken over when it is come to non-verbal languages, when we are outside the workplace the manger and the stuff members communicated via email and texts.
Email the most widely used tool for business communication in the workplace and it has almost replaced the letters because is quicker to send and receive, it is probably convenience economically. Nowadays big company like tommy Hilfiger uses email to communicate and advertised to customers about their new upcoming products or sales.
I use my email work to receive payslip, book holiday, communicate to human resource and my manager for any update of myself.
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We need to be aware of the barriers to effective communication sometimes when we are having conversation at any stage my occur some unintentionally barriers and might lead to your message confusion or misunderstanding and therefore might risk wasting both time and patience. One day a customer asked me for product and I have to call the stock-guy to check whether we have the product but the connection of telecommunication was not at its best and I could not communicated properly and the customer has lost the patience and has gone, that is called a physical barrier due to inadequate equipment.

Sometimes at my workplace, my colleagues or manger have personal problems and they will be stressed all day can affect the business. Being all day nervous can make a conversation or communication less ineffective. That is one main barrier and it is very important to control your emotion and attitude.

Language might seem like a minor obstacle to communicate but even people who speak the same native of language can have difficulty to communicated or understanding if they are from different place because of the unfamiliar accent or different generation because of the slang even with the best intention so it very important to speak properly and formally. 

Physiological barriers might require the best of your patience because you are dealing with ill health, poor eyesight, hearing difficulties and speech difficulties can make communication less effective.

Cultural deference in multicultural city like London is very important to aware of. The norms of social interaction might be different for some different culture. Sometimes people make assumptions about others based on their religion background, countries background and associated stereotypes.

Emotional barriers, some people have hard time or difficulties to express their emotion or opinion on some topic such as politics, religion and sexuality and that might cause of lack self-confidence or shyness.

Jumping to conclusion making assumptions before listening to all the facts can be problematic and can lead to uncomfortable situation and that cause of lack manner of discipline.
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This report analyses and explains the tools of effective communication and how to communicate effectively in workplace and in social life and remark the main barriers of effective communication. 
In the report has remarked that communication is dived mainly by verbal and non-verbal and has explained the difference and usage between them in order to provide good understanding communication.
Technology has been remarked and explained how important is in twenty first century and without technologically communication how hard would be to communicate in social life as well in business place. We also discussed how important is communication skills in a big business which is considered as blood circulation of business.
In the last paragraph of the report, it has been explaining the main barriers which need to be aware and how to avoid less effective communication.
While the report analysing effective team working and communication, it also gives how important is effective communication in workplace who the reporter has had experience.
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