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              1 INTRODUCTION

[bookmark: _Hlk27612218]   The following is a portfolio of evidence about communication skills discussed in the class with our lecturer that shows what I learned and understood in this quarter in the Effective team working and communication module. I will also show you all the in-class exercises and the importance of a good communication and who this affect the workplace, and not only in the life.

                 2 DEFINITIONS OF COMMUNICATION

      Some of the definitions of communication are this:
        2.1 - Communication is the exchange of information or ideas that aims at understanding between two or more people (Griffiths et al,2015).
        2.2 - Communication is each act of transmitting information (i.e., thoughts, ideas, emotions).
        2.3 - In my opinion, communication is a process in which four fundamental components are necessarily involved: an emitter, a channel, information and a receiver. I think our life it will be extremely hard without a good communication.
        2.4 – The process of understanding our experiences and the experiences of others through the verbal and non-verbal messages.

    In the Appendix I will show you all the exercises provided in class with our lecturer and the feedback received for them.
    

                       3 METHODS OF COMMUNICATION

   Here we have four communication methods that help us to improve our skills necessary for good communication. These are the following

[bookmark: _Hlk27609190]       3.1 VERBAL COMMUNICATION

     Verbal communication is created through language between two or more people. Here we have the symbols of communication: abstract, vague, and sometimes arbitrary (Quintanilla et al, 2017).
     According to Pearce et al (1997), two types of rules guide communication: regulative rules (describe when, who, where, and with whom to talk about certain things) and constitutive rules (count certain kinds of communications).
   In the Appendix I will show you all the exercises provided in class with our lecturer and the feedback received for them.

           3.2 NON-VERBAL COMMUNICATIO

   Non-verbal clues 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 (Griffiths et al,2015).
    Non-verbal communication means the exchange of information through non-linguistic from one person to each other using different channel.
     In my opinion, non-verbal communication or body language includes all types of wordless communication.
    Here we have some codes of non-verbal communication who can help as: Kinesics; Eye/Facial behaviour; Vocalics; Touch; Environment; Space/Territory and Physical appearance.
   In the Appendix I will show you all the exercises provided in class with our lecturer and the feedback received for them.

[bookmark: _Hlk27609308]          3.3 WRITTEN COMMUNICATIONS: letters, e-mail, text message, reports, memos. Academic writing is about the head not heart.
           Written communication is of two types:
                     3.3.1 – Formal writing - Is used for academic or professional purpose. We do not use: ! or LOL or I’m or don’t; don’t use emoticons or gothic letter.
                     3.3.2 – Informal writing - Is casual language used when we write to a friend or communicate with your family.
                    In the Appendix I will show you all the exercises provided in class with our lecturer and the feedback received for them.

      3.4 VISUAL COMMUNICATION – it happens when we use our eyes to understand a massage, such as presentation, gestures, body language, videos, letters, memo or looking at white/black board.
      In the Appendix I will show you all the exercises provided in class with our lecturer and the feedback received for them.

               4 MODELS AND THEORIES: 

 There are three models of communication which help us to understand and use the process of communications much better.

    4.1 SHANNON AND WEAVER MODELS OF COMMUNICATION

       This model of communication was created in 1948 by a scientist named Warren Weaver and a mathematician called Claude Elwood Shannon.
       The concepts in Shannon Weaver Model: Sender (Information source); Encoder (Transmitter); Channel (Environment); Decoder (Receiver); Receiver (Destination) and Noise.
[image: C:\Documents and Settings\Andrew.ANDREWS-WORK-DE\My Documents\Handouts\Communication\Communication Models_files\Shannon-Weaver%20Model.gif]
     Source: BMSK4002 – Effective team working and communication – week 1
        In the Appendix I will show you all the exercises provided in class with our lecturer and the feedback received for them.

       4.2 THE BERLO’S MODEL OF COMMUNICATION

[image: C:\Documents and Settings\Andrew.ANDREWS-WORK-DE\My Documents\Handouts\Communication\Communication Models_files\Berlos%20Model.gif]
     Source: BMSK4002 – Effective team working and communication – week 1

     David Berlo developed Berlo's communication model in 1960 from Shannon Weaver's Communication Model (1949). He managed to make the communication process much more efficient by describing the factors that affect the individual components in the communication.  
     This Model has mainly four components to describe the communication process. these are: sender, message, channel and receiver. Each component is affected by several factors.
      The components of Berlo’s Model of Communication: S – Sender (the necessary factors related to the sender are: communication skills; the attitude; knowledge; social systems; culture); M – Message (the key factors affecting the message are: content; elements; treatment; structure; the code); C – Channel (Channel is the medium used to send the message, it depends on the five senses of a human being: hearing; see; touch; smells; tasting) and  R – Receiver(the recipient is the person who receives the message sent in the process. The message may not have the same effect as expected if the receiver and sender are not similar. Also, the receiver must have a very good listening ability. Rest of the factors are similar to the sender factors.
    The criticisms of Berlo’s SMCR Model of communications depending on all the factors mentioned above, both persons must be similar.
     If Sender with Receiver don’t have the same attitude or culture, the message can’t be understood.
      In the Appendix I will show you all the exercises provided in class with our lecturer and the feedback received for them.

[bookmark: _Hlk27609587]            4.3 SCHRAMM’S MODEL OF COMMUNICATION

      Schramm Wilber created this model of communication in 1954.
      Wilber believed that individuals from different cultures, religions or environments tend to interpret and understand the message in different ways.

Sender
M↓ ↑M
Receiver
    M - Stands for message

     According to this communication model, when a sender transmits the information to the recipient, it must interpret it in the form the sender wishes and give him feedback or respond accordingly. Any communication in which the sender does not receive feedback, the communication is incomplete and inefficient.
       Communication is a two-way process between the first part and the second part.
      In the Appendix I will show you all the exercises provided in class with our lecturer and the feedback received for them.
      
[bookmark: _Hlk27609635]       5 EFFECTIVE COMMUNICATION IN A BUSINESS ORGANISATION

   According to Chron (2019), effective communication in a business organisation can be made by being clear, complete, concise, concrete, considerate, correct and courteous.
   Oral communication and interpersonal skills were imperative principles in evaluating candidates for any field of workplace (Maud et al, 2017).
   At the business mail we learn the importance of effective communication and importance of formality writing. That can affect your workplace/your job or your life.
  In the Appendix I will show you all the exercises provided in class with our lecturer and the feedback received for them.

     6 COMMUNICATION BETWEEN MANAGEMENT AND EMPLOYEES

   The effective communication in management is the process of sharing information in two ways: a party sending a message, easy to understand and the party receiving the message. Effective communication of business managers facilitates the exchange of information between the employees of the company and can contribute substantially to its commercial success.
   Communication in management it is extremely important because it allows the leadership of an organization to implement its vision and strategy. Management is also responsible for communicating the concerns of those at the lower levels of a management organization.
   In the Appendix I will show you all the exercises provided in class with our lecturer and the feedback received for them.
   
        7 ANALYSING COMMUNICATION AT WORKPLACE 
   It is best to start with the basics. Understand what communication is and how you can effectively say what you intend. Here we have 11 best communication skills to be successful: Practice makes a man perfect; Coordinate body and words; Maintain eye contact; Speak slowly; Engage the listener; Be a listener yourself; Tell stories (real ones); Let people participate; Polish it; Use humor; Maintain positivity.
   We can always improve when it comes to communication skills. Then make sure that you do not always cease to reach the next level of improvement (Online source).
   At the workplace, a pastry company, I was improved in my relationship with my member team and with my superiors very much and I learn who I can make better and easy our job there.
   In the Appendix I will show you all the exercises provided in class with our lecturer and the feedback received for them.

 

          8 CONCLUSION
  It is so simple, but it all comes down to good communication, it is a skill, the only one that is so effective that it allows people to send a message to each other (using modern technology, they can achieve this from anywhere in the world. be); this vital skill developed and professional and personal determination to avoid miscommunication and misunderstandings whenever and in any circumstance you find yourself.
   In this module I learned that just by acquiring the necessary communication skills, you can develop yourself in life both professionally and personally and it is also vital to be a good listener in life.
   In the Appendix I will show you all the exercises provided in class with our lecturer and the feedback received for them. You will also see the personal improvements and learning method that I am very pleased and satisfied with.

   9 REFERENCES

   Chron, 2019, ‘Effective communication in a business organization’ in Certificate in Higher Education: Skills for the workplace Student Yearbook, Sage Publications, London.
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10 APPENDIX 
   Here I will show to you all the in-class exercises provided in this term and the feedback for them.
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INIVERSITY OF WALES H . - -
Trimity Saint David Effective Team Working and Communication — Term 1

LONDON BMSW4002
In-class exercise 1 — RESIT

5
%)

Student Name: _{OANA CHRAERE StudentD: {90 94 ¥9

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 an
appendix together with your Task 1 (part of the Assignment for this module).

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

| (Kelly Quintanilla, one of your co-authors) have taught many successful workshops to business
professionals over the years, workshops in beautiful locations with enthusiastic participants. | also taught
one workshop that appeared to be doomed to fail before it even began. The topic of this 6-hour workshop
was conflict management. The group was a department whose members were currently engaged in a battle
with one another. Literally, half the department was not speaking to the other half. Some of the best
department members had put in for transfers. Productivity and customer service were suffering.

Knowing all this in advance, | had carefully selected a lafge room with comfortable chairg, round
tables, and good lighting. | had planned for several breaks with food and drinks in an attempt to foster
informal communication. The meeting environment was ideal. Unfortunately, an emergency water outage
caused the workshop to be moved to a room in one of the local museums. The meeting was scheduled to
begin at 8:00 a.m., but many people arrived late due to the last-minute change in location. Those who arrived
on time became increasingly agitated as they waited. Part of their agitation stemmed from the fact that there
was no coffee, no food, nothing. Despite several calls, the food order never made it to the new location. The
only place to get a drink or snack was a small, extremely overpriced gift shop that did not open until 10:00
a.m. To make matters worse, the room had about 40 mounted animal heads hanging from the walls. The
animal heads, most of which were in a growling pose, were very dusty, causing anyone with allergies to begin
sneezing and sniffling. The final problem was the furniture. The chairs were the small, metal, folding kind.
The tables were also small, and there were not enough of them, so the participants were crammed together.
| could not imagine a worse meeting environment for any group, let alone a group already engaged in conflict.
I needed to do something quickly.

Q1: What went wrong?

Q2: What would you have if you had been in that position?

Q3: Could the situation somehow be used to your advantage? Why/ why not?
Q4: Could any model of communication help explain this situation?
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&l Trimty s David Effective Team Working and Communication - Term 1
) LONDON BMSW4002

In-class exercise 1 — RESIT
——==>EXercise 1 — RES|IT

* What is your position in the company?

* What information do You want right now? |deas: the status of an order that you aje waiting for; product
information to give to a customer; market information about a new country where YOu are going to do
business; financial data to write 3 report; hotel information for a business trin you are going to make.

* Who are you 80ing to write to, to get this information? g

Lecturer’s signature: A Date:|
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