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Introduction:

         A team is a number of individuals working as one to achieve a particular goal to 
   which they are mutually committed. According to Victor Sohmen,a team can be defined simply as a group of individuals united in pursuit of a common mission or goal, often sacrificing personal agendas for the sake of team accomplishment. Sohmen then goes on to add,” teams have several characteristics: diverse individuals, a common goal, a sense of community, knowledge sharing, and concerted effort”, The best teams are those composed of individuals who are keen opportunity-seekers, indefatigable problem-solvers, and incorrigible optimists. Such teams develop high team dynamics and a strong track record, while enhancing their own professional development.Teamwork is important because in my workplace as we are a group of people all working towards the same goal and our aim being that we make our customers satisfied with their makeup.


      Communication   means “to share” or “to be in relation with.”according to Paul Cobley
Communication is also the exchange of thoughts,information,or ideas that results in mutual understanding between two or more people.The process requires at least one sender,one receiver,and a message that is transmitted within a communication medium.It begins with an idea or concept in the mind of the sender.He or she encodes the idea into meaningful symbols in the form of words,pictures,or gestures(i.e language).The sender then selects a medium to transmit those symbols so the receiver can access them through one or more senses.Meaningful communication takes place when the receiver accurately understands the message transmitted by the sender.However,this does not always happen perfectly.A multitude or potential problems can hinder the process and block understanding.

Communication skills are consistently one of the most valued skill sets sought by the nature of my job.. The ability I have to effectively communicate in my workplace manifests itself in numerous ways. This may be in communicating with my clients With developed communication skills,I will see increased career opportunities and foster personal growth. A variety of means to improve my communication skills can be achieved  through a number of exciting opportunities that will pay dividends to both me and my clients.

Communication is important in my workplace because we are expected to speak with my clients so i can know what they would like to have done.It also increases trust between myself and the client.

My organisation is within Health and Beauty where i work in makeup,working closely with my clients and providing them with 100% satisfaction and Communication is very important in this Job as it requires booking with my clients through communication(whether they call me or book online)also when the client does come to their appointment,good communication is required to make the client feel comfortable when doing their makeup.

     There are different ways how we share communication,some of them we use on a daily basis which are,verbal communication,nonverbal communication,written communication,formal communication,gesture communication,informal communications and many more.

    According to Griffins B.A and Dunham E.B,The use of verbal communication is one of the most common ways individuals communicate with one another.As I work together to understand problems, manage projects,hundreds,if not thousands,of verbal comments are exchanged.I might be communicating a message at face value,or I may be implying hidden meanings or even multiple layers of meaning in a single statement.Because I do not always know the exact intent of my comments,there can be multiple interpretations and frequent misunderstandings.In the early stages of group development I have to learn the most effective way to interact with and understand the particular group.
Ways in which verbal communication is used in my work environment is when I verbally communicate with my clients either when they call to book an appointment or when they arrive to their appointment.
Another definition of verbal communication from (Indeed.com) is the use of language.its often used during phone calls,meetings and one one one conversations.

  According to Chantal BESSON, Daria GRAF, Insa HARTUNG, Barbara KROPFHÄUßER, Séverine VOISARD, non-verbal communication consists of all the messages other than words that are used in communication. In oral communication, these symbolic messages are transferred by means of intonation, tone of voice, vocally produced noises, body posture, body gestures, facial expressions or pauses.Non verbal cues from a speaker such as smiling,eye contact,or fidgettiness help listeners interpret the meaning behind the words a person is using to communicate a message.Listeners perceive these messages subconsciously and often have a difficult time articulating when they arrived at a certain understandings of a person's message.
Another definition of non verbal communication is the use of body language gestures and facial expressions to convey infomation.It can be used both intentionally and unintentionally according to( indeed.com).
Ways in which non verbal communication is used in my work environment is when I smile at my clients to greet them to communicate the meaning that they get the idea that I am being friendly and professional.
Another way in which non verbal communication is used in my work environment is when I give my clients eye contact when talking to them as I am communicating the meaning that I am giving my full attention to the conversation.



   Three models of communication I know are, Berlo’s model of communication,Shannon-weaver model of Communication and Shramm’s model of communication.

      Shannon and Weaver's model simply suggests that the person who gets the thought or has the information actually gets a message.The source is also called the Data Source or Information Source. The data is then transmitted from the brain to the mouth and appears as a signal that, after joining hands with several noises and other disruptions, hits the receiver.The receiver then passes the message on to other individuals ' final destination or other minds.
	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)
The Shannon-weaver model can be used in the Workplace when you send a message to your colleague and they receive it through text message or email.
Another way in which the Shannon-weaver can be used in the workplace is when you are talking to a colleague or client verbally and the way in which my words go into the person's brain and how they translate what I am saying.


   Berlo's communication model takes into consideration the message's emotional aspect. Berlo's communication model operates on the model of SMCR.
In the SMCR model
· S - Stands for Source
· M - Message
· C - Channel
· R - Receiver
Berlo's SMCR communication model is the simplest form of the communication process. For Sender, Signal, Stream, and Receiver, the acronym SMCR. Berlo's SMCR communication model describes the various components that make up the basic communication process.Because this communication method often emphasises message encryption and decoding, it can be used to communicate more effectively.
Berlo’s Model of communication can be used in the workplace maybe when you send a message to a colleague or client through a laptop and the different ways in which the message travels from your laptop to the person who you want to receive it is how Berlo’s model of communication can be used.



    Wilber Schramm proposed the communication model in 1954. Unless and until it is carefully put into words and transmitted to others, information is of no use. Encoding plays a very important role.When the recipient receives the information, his primary responsibility is to understand what the speaker intends to communicate.Because it initiates the communication cycle by translating the thinking into text. Therefore, encoding and decoding are two main factors of effective communication without which information can never flow between two people. The model of Schramm also revolves around the concept stated above. The two basic processes of effective communication are, according to the model of the Schramm, coding and decoding.
He also stresses that, unless and until the sender receives a response from the receiver, the correspondence is incomplete. Imagine a person not reacting to him sharing his thoughts with his friend and his wife. Is it through communication?No.Schramm believed that communication is actually a two way process between the first party and the second party.
Schramm’s Model of Communication can be used in the workplace when maybe you are verbally communicating with a colleague or a client and the message in which you are trying to convey may be different to what you were trying to say in the first place, maybe because of the background you have come from or the way in which it was said.











 To Conclude i would say that the different types of communication help people in various ways that impact our everyday lives.These communications include verbal and non verbal communications in our everyday lives
Another conclusion about this assessment is that communication is very important in the workplace as it provides more opportunities for promotion and will help you have a more professional tone when in the workplace.
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December, o g0 on  trainng course n nonverbal communication because you have observed
that her non-verbal il sometimes send the wrong message.
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~Tell hr how you think thiscourse would improve her kil and her relationship withher fellow
workers.
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Exercse2: COMMUNICATION: A CASE STUDY

A5 you read thei case, think sbout how you might help communicate withthe employe to
remedy the confict. Answer thecitca thinking questons t the end o the case and, wharever
posible, say whose communication mode i elevant.

[BARRY AND i STAFE

Borr s 2 27-year od who is the manager of a restaurant. e i responsible fo superviing and
managing all employees in the Kichen. Employees working there range from 16 yeas 0d t0 55
Yearsold. Inaddion,the emplopees come from varied cuturaland ethnic backgrounds. For many,
Englsh s notthle primary anguage.

Bary has s Health and Safety [Food) Crtficateand e s best 0 keep up with food safety ssues.
nthe Kichen,but he admits I's ot esy. Employees eceive “onth ob traiming” sboutfoodsafety
basics (fo example, approprite hygiene and handwashing,time/temperature, and cleaning and.
santizing. But wth hgh turnoverof employees ranng s ofen huried, and some new emgloyees.
are put right ntothejob wthout traiing i 1t 3 busy dy.

(One day Barry oversiept because h had been working o is cr i 2a.m. He wasrushing around.
and reazed that he did't have @ cean uniorm. However, he managed 10 ind on that was not
Very diry. Ashe dressed, he realzed that he needed s haircut and  good hand crubbing especially
after workingon his car.

When he arived at work, he dashed ntothe ichen and notied several tays of uncooked mest
on the work 0ps. They appeared o have been sttinga room temperature vernight,He called one
ofthe Kitchen saff and asked: Why did you leavethe chicken out when [14d you to put them in
thefidge

The man replied: 1 heard you screaming but | thought you weretying o tak o thechef above the
ois ofth food minerhe was using. | 't know you were taking o me’.Barry s frustrated snd
doest know what to do. He flt ke he was beating s head aginst a brick waln tryin 10 get
i employees to pracise ood sfety.

He has made many efforts t ge them o lear how to handiefood sfey. He has put e sgns
il ver the kitchen KEEP HOT FODD HOT AND COLD FOOD COLD and WASH YOUR HANDS OFTEN.
Questions:

L Whatare the communicaion chllenges and bstacis that Bary faces?

2 Which communication modes can you use to explan Bary'sprablems?

3. Whatsolutions might Barr consider n adéressing eachofthese challenges or obstaces?
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