	
	
	



	
	
	



Effective Team Work and Communication
BMSK4002
Student’s name: Valeriu Saracutu (1810432)



















Lecture’s name: Anupam Mazumdar






Assessment Plan

· Assessment Plan
· Introduction
· An Insight of the Communication Skills in my Workplace
· Verbal Communication
· Written Communication
· Listening Skills
· Things Need to Improve in my Communication
· Conclusion
· References



















Introduction
This work is about communication skills, which describes some of its important types as: verbal communication, non-verbal communication that includes facial expressions, body language, touch, etc. Here are examples of each type we meet every day in the street, home and workplace. It will also be described on the base of examples, the importance of correct communication, its advantages and the problems we may encounter if we do not have these skills followed by a real case at work.

An Insight of the Communication Skills in my Workplace
Work is part of the life of all people in contemporary society, a great part of our lives, we spend it at workplace where we all want to get to the highest position, have remarkable successes and achieve our desired goals. Success at work starts with correct communication and the right time for communication.
  I work in London in the field of construction as a ceiling fixer for 4 years. My manager is a man named Graham who has been working in this business for last 22 years and can be describe him as a strictly man-made workman with great demands from his subordinates. Besides working, I can characterize him as a quiet man with whom sometimes we go out after work to have a beer at the pub. At work, for some works we are willing to use tools or high-value materials that we can only get from the head office. That day came when I had to ask him for some tools, and once I was willing to talk to him about the salary I wanted to raise. I went down to the office, knocked at the door, and walked in. I saluted and asked him "how are you today?" He answered me "good" but after his face and the tight state I understood, this is not the case and it is not the best time to discuss the increase of my salary. I asked him to give me the necessary tools, and his question if I wanted something else, I replied that it is not urgent, and I will come back another time. It was the last week before Christmas, after which we went out for 10 days. On the last day 
of work he invited us to have a beer and celebrate Christmas. We sat at a table next to a dart board and curiously I started throwing. Graham approached and began to play. Because it was the first time, I took darts in my hand, during the play he explained the rules and at a moment asked me
what did I want to talk about that day? Now I was convinced it was the best time and I told him I would like to raise my salary. Graham, with a smile on his face told me that he was planning to do it from the next job that started in February on what I told him I am not against waiting for a month.
 I do not know how it happened, that play was won by me, but after play I was appreciated by him as a good dart player and the fact that I know how to find the right moments for some discussion.

Verbal communication
“The sharing of information between individuals by using speech. Individuals working within a business need to effectively use verbal communication that employs readily understood spoken words, as well as ensuring that the enunciation, stress and tone of voice with which the words are expressed is appropriate”. (2018) [online]  
Communication skill is one of the important components of the foundation that our society is holding today. One of the most used types of communication is verbal communication which is using by us every day, all our life. The verbal communication represent symbols which we are calling “words” by which we can express our thoughts to the listener  to describe him what we think, felt or see, or even something that we alone have never seen and even never felt, which is really a wonder.  It would be a big mistake to think that it's enough to say our verbal message to the listener and he will understand exactly what we wanted to send him. “Robinson & 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 a speaker means”. Every day we meet with cases when our verbal messages are understood differently by our listener than what we had in mind, one of the reasons may be the need to develop the verbal communication skill in order to transmit thoughts, our emotions and desires to the listener in the way We have processed them in our minds or exactly as we would like them to be understood by the person(s) to whom the message is addressed. Verbal communication as well as others is also used in the workplace as the fastest way to send the message to the recipient. all understandings and contracts, before being written on the sheet and accepted by all parties, are discussed verbally between these parts.
Written communication 
“Written communication refers to the process of conveying a message through the written symbols. In other words, any message exchanged between two or more persons that make use of written words is called as written communication”. (2018) [online]. 
 Written communication is one of the most popular and used types of communication in business and workplace. The written communication includes letters, mails, text messages and any other kind of notes or messages that we can find day by day left on our working table by the work colleagues. Likewise, in this communication we can include journals, books, magazines, etc., which is any message in writing.
 The written communication is the most effective and used in the workplace, because it can be used as a reference, as a proof of a different order. every day in our life, more often we meet the necessity and see the advantages of the messages written, as examples of bank statements we can use them anytime to control revenue and 


expenses, every purchase we receive receipt as proof, only with this proof we can return or change the product. Written messages the same as verbal can sent feelings and emotions but require more time to be created, written, sent (published) and then read. Written communication is an important part of our life wherever we are.
Listening skill
Listening is an equally important skill for a good communicator. By listening to people, we learn many things, we hear more about the problems that are happening at work, and we can more quickly solve them. Listening skills means not only to hear the person, but also to be able to fit into the discussion, to understand everything the speaker speaks, and listener must, through certain modes of non-verbal communication, especially body language, communicator become more sincerely honest when discussing with a person who is ready to listen to him, to understand and  to help him with a tip or an idea.
Some body language examples that should be used by a good listener are:
Eye contact
During the discussion, it would be good for the speaker and the listener,
to observe a visual contact, particularly in the eyes of the speaker, he will in turn observe the listener's focus and attention to what he is talking, thus becoming sincerer and more honest with the person listening. Looking into the eyes of the person we are discussing with, we never have to exaggerate and look too long because this can make the speaker feel uncomfortable and the discussion will no longer be interesting for the speaker.
Smile
Smile also makes the speaker feel good during the dialogue. A good listener must also use the smile while listening to make the discussion more exciting and productive. For a better result, smile is usually used by the listener during eye contact.

The Sounds
A good proof that the listener really listens and understands the person who speaks is the sound. listeners show their interest in talking through sounds and confirmations like "ok", "yep", "aha", "mmmmm" etc. Through these sounds, the listener also raises the speaker's interest in continuing an interesting and honest discussion.
There are also signs in their turn, whereby we can understand that the listener is thinking about something different and is not paying attention to what the speaker is talking about. People who do not want to listen, during the discussion look elsewhere, interrupt the dialogue through various questions that have nothing to do with the subject that is being discussed, when the listener often looks at his watch, the same is a bad sign of obedience, there are people who, in the face of the discourse, look at their nails, which also shows that the listener is not in the discussion. 
The ability to obey is the ability to hear what is not spoken in the voice. Sharpening and framing in the words spoken by the speaker gives us the opportunity to see the soul's state and what the person feels.
Those who do not have the skill are not interested in the discussion because we will not be heard.
Things Need to Improve in my Communication
In my opinion, the skills that I should develop are: correct communication, English Language, listening. Specifically, all abilities must be developed permanently in order to be able to fit and correspond to the rapid development trend of people. For me there is not a certain point where I could say that my abilities are at its best. The more I learn, the more I want to discover new and exciting things that require a continuous development of all the abilities.
                               Conclusion
Every day we meet with various problems everywhere, at work, at home, in the street, etc. Whether we want a higher post, whether we want to raise our salary, or that we want to make good impressions about us, all these goals cannot be achieved without proper communication. Reasons to develop our speaking abilities are more than enough. Being a good communicator means not only to know how to talk, a good communicator is the person who knows how to speak clearly and communicate as clearly as possible to the listener, the good communicator must also be a good listener  who can listen, to understand, and through the various "secrets" of an active listener, such as gaze, smile, giving breaks during the discussion and not putting his 2 cents, making the speaker feel comfortable. Analyzing the person after the expression of the face, the body language, choosing the right tone, choosing the right time when the person is in good order for a resolute discussion, so must be included in the sciences of a good communicator. lack of communication ability is a barrier to a more prosperous life.
Developing communication skills paves the way for something better. The choice remains for us.
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