


Effective team working and Communication


Student Name: Calancea Tatiana
Student Number:1908752
Module Code:BMSW4002
Lecture Name:Benedict Mabu



Table of Contest:

Intoduction............................................................................................................................2
Types of communication.......................................................................................................2
My worst day at workplace...................................................................................................3
Models of Communication....................................................................................................4
Summarize.............................................................................................................................7
References..............................................................................................................................7










Introduction-In my report, I will talk about the primordial role of a capable team working and communication. As well I will tell about my experience at working place dealing with demanding customers, and I will drow three examples of models of communication.
Communication is changing information from one character to another; it is an exchange of information, ideas. One significant step is the information transferred must include prominent and vocabulary to the receiver – (G.G. Brown 1896).
 The exact meaning of the word communicates to share 'or to participate. ' The dictionaries say that communication is the transmission of a message or information by speaking or writing. Another dictionary declares that contact is giving or exchanging information, signals, messages by talk or gestures, or writing. One more definition says that communication is social intercourse. Communication is all this and much more. A good description should not only give precise meaning but also throw light on the scope of the word/expression. 
Communication - are having a vital role in our lives with no doubt since we are getting born, we are learning to communicate, to express ourselves in the best and professional way.



Types of Communication

Verbal communication is representing the form of communication in which messages a transmit verbally; discussion is considering by word of mouth and a piece of writing. The objective of every conversation is to have people understand what we are trying to convey. 
When we are interacting with someone, we are expecting that others understand what we are saying because we know what we are saying. But this is not the case. Usually, people bring their attitude, perception, emotions, and thoughts about the topic and hence creates a barrier in delivering the right meaning.
Verbal communication is further dividing into:
 
Oral Communication
Written Communication

In oral Communication, spoken words are using as well as include face-to-face conversations, speech, conversation throw the phone, video, radio, television, voice-over-internet. In verbal Communication, Communication is influencing by pitch, volume, speed, and clarity of speaking.
Advantages of Oral Communication are:
 It brings quick feedback.
 In a face-to-face conversation, by reading facial expressions and body language, one can guess whether he/she should trust what's be saying or not.
 
The disadvantage of oral communication
 In face-to-face discussion, the user can think about what he is delivering deeply.

Written Communication
 	In written communication, written notes or abbreviations are considering the act of communication. The written message may be printed or handwritten. In written act communication, signals can make delivered via email, letter, report, memo, etc. The idea, in written communication, is influenced by the vocabulary & grammar used, writing style, precision, and clarity of the language used. (G.G.Brown, 1896)
 
Written communication is the most familiar form of communication using in business. It also is considered a base among business tools.
 
Memos, reports, bulletins, job descriptions, employee manuals, and electronic mail are the types of written communication used for internal communication. For communicating with the external environment in writing, like electronic mail, Internet sites, business or academic letters, telegrams, postcards, business contracts, advertisements, brochures, and news releases are using.



My worst day at the workplace

The art of communication is tremendously important in our lives.
In the following example, I am going to talk about the side of effective Communication which I have used at working place on my worst day.
Being a waitress at a 5-star hotel every day, I am dealing with different customers, with super high expectations and sometimes are demanding. As a result, their food and service expectation is very hight compare with another place. 
We had an exceptional event at our hotel. Everything was super lovely and beautiful. I went to Top table to take the order, and I presented myself in the bets and excellent way how I can do it. My guest asked me straight to remove all the jasmine and white roses from the room as one lady was allergic to those fantastic flowers. The thing is that jasmine and white roses were eighty percent of all our room decorations. After her request, I smile and say that our decorations are making with love, and the flowers do not have a strong smell to cause the allergy.
After my explication, she turned her face book and started to make live-stream and complaining that I am delivering the worst service ever.
I apologized to her and went to say to my manager. After I told about my request, all of us become speechless, but we will figure it out, of course. 
Meantime our special guest called me to order lobster frittata, which is costing about £2000 per portion. I made sure that I am going to bring her dish as soon as possible and suggested her to enjoy our champagne.
For a minute, me and my team, I was so happy that we had done a great job. The minute superfood was ready; I went to serve my guest with all smiles. I went to the room, and surprisingly, my customer was not at the table. A lady was waiting for me in the next room to set up the table for her, as the smell of jasmine and white roses are insupportable.
As she was sitting at the Top Table to move her to another room was unacceptable. After 15 minutes, I convinced her to sit her down at the actual table and kindly asked my colleagues from the scenario to make the lights as dark as possible. Meantime on stage was running one incredible performance and one more colleague, and I have removed all real flowers and replaced them with fake ones but were very good looking.
After the performance and great food, she was unbelievably happy.
She comes up to me and gives me the best compliments and said that I made her evening by removing those flowers.
I knew it that patience, good listening, and confident position, tone are the best tools to get the best results in stressful situations.
After that shift, I become more confident in my actions and boost my communication skills. 


Models of Communication
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This model is especially concepts to develop effective communication between the sender and the receiver. Also, they find factors that affect the communication process called ―, Noise'. For the first, this model comes to improve the Technical Communication. After many years of developing was applied in the sphere or of communication;(Collins, Anne, Diamond and Burke, 2013).
This model is dealing with various concepts like information source, transmitter, noise, channel, message, receiver, channel, information destination, encode, and decodes.


Sender: The originator of the message or the information source selects the desired signal. 
Encoder: The transmitter which is changing the message into signals. 
Note: The sender is messages converted into signals like waves or Binary data, which is compactable to transmit the words through cables or satellites. For example: In telephone, the voice is converting into wave signals, and it spreads through wires. 
Decoder: The reception of the signal which transfers signals into the message. A reverse process of encoding. 


Note: The receiver is changing those binary data or waves into the message, which is comfortable and understandable for the receiver. Otherwise, the receiver can't receive the exact news, and it will affect the effective communication between the sender and the receiver. 
Receiver: The final destination of the message from the sender to the receiver. 

Notes: Related to decoding message, the receiver gives feedback to the sender. If the news distracted by the noise, it will affect the communication flow between the sender and the receiver. 
Noise: The messages, ideas are transferred from encoder to decoder through channel. During this process, the words may distract or affected by the environmental, like crowd noise, or encoded signals can transmitting on the wrong way to the channel during the transmission process, which affects the communication way, or the receiver can not receive the correct message.(Littlejohn ,S.W. and Foss, 2008), 
Note: The model deals with external noises only, which affect the messages or signals from external sources. For example: If some issues occur in the network, which directly affects mobile phone communication or distracts the words. 

BERLO'S MODEL OF COMMUNICATION:


[image: ]




On Berlo's model of communication, we have four main components. The main components are the sender, channel, message, and a receiver. The sender sends a message through the channel, and it received by the receiver ( Schulz , Peter and Paul, 2013). The essential signal encoded by the source before the sender sent it and decoded it by a channel before received by the receiver.












SCHRAMM MODEL OF COMMUNICATION 
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Encoder – a person who is encoding or Sends the message.
Decoder – a person who is receiving the message.
Interpreter – Person trying to understand (analyses)or interpret 
Note: From the word starting to ending, there is an interpretation that a person can be realizing. Based on this way of perception, a single form of how the message can be decoding. 
In the current model, we can see the sender and receiver model; it seems communication effectively.  
We can develop by ourselves or two people; each person acts as both sender and receiver and hence use interpretation. It simultaneously takes place, e.g., encoding, interprets, and decoding. 
Semantic noise is a concept introduced here. It occurs when the sender and receiver apply different meanings to some news or source of information. As usual, the reason is words and phrases. Technical Language As is a result, some words or phrases will cause you to deviate from the actual meaning of efficient communication. (Schulz, Peter and Paul, 2013).
Note: When environmental noise takes place, decoding and interpretation become complicated, and people get deviated from the actual message. 



Summarize

Being a waitress and dealing every day with a lot of people from different countries, religions, the vision of life, and education- it is a real challenge. Yes, it is difficult becouse many times I am working on such significant events, where hundreds of people and very noisy. The Shannon-Weaver model of communication is most useful in my working place.
Despite the noisy and overcrowded places, we are trying to deliver the best service. In some time, we are improving and boost our communication skills. I can now confirm that capable team working and communication are the best tools on the way to reach new professional horizons.
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