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[bookmark: _Toc16097700]1. Introduction 
 In this report there is an attempt made to analyse the various aspects of communication both of verbal and non-verbal nature. There are different factors that are applicable for group communication one to one communication. In order to ensure that communication can be made effectively in groups, there is also group dynamics that is studied in the report. Written, verbal, and non-verbal communication and the utility of the same in trying to put forward thoughts are discussed with the help of numerous theories of communication. Communication with audience using electronic resources is also touched upon as well.  Communication is associated with the fact that opinions and feelings need to be effectively handled in order to ensure that the goals of attainment of the organisations (Markovic and Salamzadeh, 2018). The pillar of effective communication is the ability to be expressive and that is the reason why it is important that one learn to effectively handle the various factors that are associated with analysing various aspects that go wrong in the process of communication. 
[bookmark: _Toc16097701]








2. Literature review
 Communication is the foundation of teamwork and team building. Teams are built based on working as a collaborative force. There is shared ownership of decisions and shared responsibility in ensuring that all activities are done for successful group dynamics (Levi, 2015). All groups function through negotiation among self and developing of ideas that are acceptable to all.  Groups function well when there is shared responsibility and through group agreements there is effective delegation. A significant study of team development is the Tuck man’s theory of team development.  It is a group development theory that is associated with 5 stages of development that is forming, norming, storming, norming and performing (Bonebright, D.A., 2010).  Through these processes, there is the need to ensure that there are one by one stage of team development and effectiveness. It helps to create effective teams as it is based on effective communication in team building. 
Meredith Belbin propounded a theory of team role oriented theory that is associated with the fact that all members in a functioning team has certain job roles to follow and that is associated with behaving in a certain way (Belbin, 2012).  Team roles that are taken up by the member is associated with the various behavioural strengths and weakness latent to the member that ensures that they are able to communicate and work together. The communication model Shannon-Weaver is the mother of all models where the communication method is splits into components from sender to receiver. In the opinion of (Al-Fedaghi, 2012), it is clearly defined that transmission of communication is essential in order to ensure that there is flow of knowledge happens. 
[image: ]
 Figure-1- Shannon Weaver model
 (Source by: Narula, 2011).
 
In the opinion of (Mascle, 2013), there is the need to ensure that written communication can improve with use of grammatically correct sentences and short straightforward sentences as seen in the case of email communication as well as written memo instructional form in the case of various sentences. The use of syntax and punctuation helps in correct sentence structure making the communication more lucid. All written communication has to have a positive tone of communication, in order to ensure that the communication process is conducted in a positive manner. 
On expanding from the Shannon Weaver model   there was the development of David Berlo’s Sender-Message-Channel-Receiver (SMCR) model of communication in 1960.  It is a linear model of communication from source to receiver.  All the factors mentioned in the model are applicable in small or higher levels in the process of communication.  In the opinion of Rogers and (Valente, 2017), the entire content of the message should be designed with the concept of the receiver in mind. The reason for this is that the ultimate information has to be understood by the receiver and that is the reason why there is the need for the sender to design the structure and code of the message as per   the receiver’s understanding. 
[image: ] 
Figure-2- David Berlo’s Model of Communication
 (Source- Rogers and Valente, 2017)
 In the opinion of (Berger et al. 2010), hardly any weight is given to the concept of feedback.  There is hardly any value placed on the concept of noise that may deter the process of communication.  In the opinion of (Velentzas et al. 2014), there are no allowances of situational factors, which may change the mode of communication. Another issue is associated with communication skills that are associated with same level of experience is associated with the fact that there is never the possibility of two people to be of the same experience level. Organisational communication is associated with trying to provide a projection of what good communication process should be like (Turaga, 2016). Communication is the bridge, which will ensure that one is able to use effective communication for career growth. 
[bookmark: _Toc16097702] In the opinion of (Hargie, 2016), it is important that communication that helps in the exchange of information through both verbal and non-verbal mode is inter- personal communication when it is between two or more people in small numbers in general. Skilled inter personal relation is crucial for both personal and professional growth (Floyd, 2011). In the opinion of Laing and ( Masoodian, 2015), it is essential that the value of visual mode of communication especially that of ICT technologies are considered in this context. The world is gradually grasping communication strategies in such a way that audio visual communication is no longer a rarity. Along with this, the presentation is also an integral part of communication pattern in today’s times. 












3. Analysis of communication in own workplace and, using your findings from published literature
[bookmark: _Hlk17709433]Sometimes I am operating as the security personnel, I am placed at the front door, and that is the reason why it is essential that I have to interact with lots of people. I am always subjected to the question of directions that are associated with people asking me regarding the theatre and in some cases about other buildings. I have realised that there is the lot of noise in the area, leading to poor communication pattern. Communication is a vital part of my shift and I am mostly associated with one to one communication that happens in the process of the answering a varied number of people who approach me with this question that “Where is this Place?”
There is the need to ensure that I am the possessor of very good body language as I am privy to a lot of sensitive information. I need to maintain a very good body language in order to ensure that I am able to maintain an image that is one who cannot be easily approached for information, but I need to be associated with ensuring that I am polite and people can approach me for handling the regular queries like direction. The body language and active listening related activities are extremely important in this kind of scenario.  Considering the Shannon Weaver model, when I am posted as the security personnel then there is the factor that is associated with noise that makes it difficult to communicate freely. 
 In some cases, I am posted in the CCTV room, which ensures this fact that I am away from noise, and here I am expected to be involved in writing reports of what I see in the CCTV camera. In this phase of my duty, I need to be equipped with the ability to write reports that are chronological and coherent. I need to apply knowledge of grammar and syntax, so that I am able to ensure that I am able to express myself without flaw.  I have to be employed with the role of security guard and in the reporting of the CCTV footage I may even have to mail to my higher authorities or to my customers, so it is essential that I learn the ways of handling the issue of writing mails and memos in an effortless manner. 
[bookmark: _Toc16097703]


4. In-class exercises regarding communication discussed in class
In the “In-class exercise” I have clearly expressed that, I have been given case studies that are associated with case scenario that are linked to communication related factors.  In class, the study of the case has clearly reflected that due to flowery words and lack of communicative relation with his neighbours the professor had not been able to communicate the information.  The formal vocabulary and the attitude of the professor had led to his failure to communicate with the audience. There was an element of urgency in body language, that was present but as the social class did not match, he preferred to keep to himself and that also caused an impediment in the communication. 
 In my class, we have been instructed about the various ways to ensure proper mailer communication. There is the need to establish a one-thing rule in order to make the mail better. There is the need to ensure that one has to write an effective email by considering how the people will be accepting the message sent.  There is the need to address the mail to the right recipient, the message has to be brief, and that will ensure that there is precision in the process.  This is clearly reflected in the first email that was practiced in class that is to the teacher. Similarly, there was a selection letter that was also discussed and practiced in class addressed to Mr Daniels and that is associated with offering him the position. A formal letter had to be written with a welcoming tone of voice. 
[bookmark: _Toc16097704]The format and structure of e- mails and formal letter were also discussed in class. There have been directives given which, will ensure that, various issues that are linked to written communication that will be associated with the fact that it will ensure that there will be the need for ensuring that there is a formal approach that needs to be taken in the case of   written mode of communication.  In the case of written communication both formal and informal, the use of punctuation has its own relevance. These various marks are used in written communication that is related to create space in sentences that reflect the intended meaning of the word. This ensures that meaning of the word gets changed effortlessly. The intention of the thought of the communicator can be easily brought forwards with the help of the use of punctuation marks. 


5. Conclusion 
 It can be concluded that report has been focusing on the factors that are associated with communication as a broad subject. There are various theories of communication that have been presented that will ensure that one understands the fundamentals of communication and there is effort taken to align the in-class activities with the various principles of communication both in groups as well as in one to one communication. The importance of body language and the need to ensure that grammar and syntax are followed in written mode of communication have all been highlighted in this report. The in- class exercises have also been helpful in ensuring that there was ample practice that could be done by the students that will help in making the changes   that are associated with errors that can be removed by practise. The effectiveness of the practicing students have to be evaluated in order to ensure that the progress is as per expectation. The value and usage of punctuation is also highlighted in the report in order to express its importance in communication in the written mode. Finally, it is clear from my experience that communication is a very important factor that is associated with growth of the individual in both personal and professional field.
[bookmark: _Toc16097705]
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ETW Term 1 (June 2018) - In Class exercise for Week 6

Review any lecture content not covered. See Weeks 1-6 on moodle.

Exercise: Classroom divides into self-defined groups of 4-5 persons. (5 minutes)

Reference: Essential Texts from the Module Outline, Maund et. al. 2017 and Morgan 2017

The situation: (Read aloud and clarify keywords and discuss anything ambiguous)

The team are the management of a huge BMW dealership in London and the South East.
(Pick another car brand if you do not like BMW)

They have been caught discounting vehicles against other dealers to close sales. The Brand
owners in Germany have asked them to relinquish their distributorship. A Chinese electric

car brand is eager to find a British partner to test the market for electric cars. They have
made an exploratory phone call to management.

The work force knows something is wrong and people have started informally to ask

questions to management. Management have replied with “we are still BMW dealers as at
this moment.... You must concentrate on your work in front of you”.

The work force has key members who are taking days off without warning or due cause.
BMW have given them a deadline by which they must cease activity as a main dealer.

TASK:

1.ldentify stakeholders (individuals and groups)

2. Create a communications strategy.

3. Identify target groups,

4. identify goals or objectives,

5. Describe a way of communicating with these grou
Words and Messages, and Media.

Ps to achieve your objectives

6. Develop a briefing for each of these stakeholders groups, organised as if they were here
in front of you, use as many people as possible and reach these groups.

Presentation

Each group presents the main features of their communication strategy to the other groups
present
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—Time allocated:1-hour--Please return your paper-to the*fer:tureruporrcompletfon.-f.twilfbeTeturned —
toyou at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with you Task 1 (part of the Assignment for this module).

Student Name: ‘A“Smé‘a ?C—W\b(ﬂ\d% StudentlD:_lﬁ_\_‘z_Z_]_L_

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

The professor and the village people

A Professor of English at a well-known Welsh University lived in a large house not far from a little village. He
never went into the village, bur shopped in the town near the University because he had nothing in common

with the village people, who were largely uneducated and did manual jobs. One night, the professor fell
asleep while smoking his pipe and the pipe fell onto the carpet and started a fire.

When the professor awoke and saw the house on fire, he rushed into the village, screaming:

‘The edifice is being consumed by a great conflagration!’ \

‘The edifice is being consumed by a great conflagration!’

The village people looked at him and continued doing what they were doing.

‘Don’t you understand?’ He said. ““The edifice is being consumed by a great conflagration!’
They ignored him.

When the Professor returned home, he saw that his house had been completely destroyed. He sat down on
the ground and wept. The next day, he went into the village crying. ‘Why, oh why didn’t

you help me? My
home has been destroyed by the fire. | came and begged you last night.’ He wept.

‘But Professor, why didn’t you say that your house was on fire? We would have helped.’

Q1: Why didn’t the village people help the Professor?
Q2: What should he have done to get them to help him?

Q3: Whose model of communication do you think can explain this situation?
Q4: Why?

Lecturer’s signature: v
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In-class exercise 1

Ex.2. Read the following brief and write a business email according to the instructions.

You are Director of Communications at your company and you would like an employee, Jack Daniels, to join
—
your Communications Training team.

- Tell JD why you are writing

- Say what you have observed and like about his communication skills

- Tell him whgoi think he would be an asset to the team
\
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little village. He never went into the village, bur shopped in the town near the University

because he had nothing in common with the village people, who were largely uneducated
and did manual jobs.

One night, the professor fell asleep while smoking his pipe and the pipe fell onto the carpet
and started a fire.

When the professor awoke and saw the house on fire, he rushed into the village, screaming:
‘The edifice is being consumed by a great conflagration!’

‘The edifice is being consumed by a great conflagration!’

The village people looked at him and continued doing what they were doing

‘Don’t you understand?’He said. “The edifice is being consumed by a great conﬂag_ration!'

They ignored him.

When the Professor returned home, he saw that his house had been completely destroyed.
He sat down on the ground and wept.

The next day, he went into the village crying. ‘Why, oh why didn’t you help me? My home
has been destroyed by the fire. | came and begged you last night.’ He wept.
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Pedro works on a building site and Maria is his wife.

One day Maria phoned Pedro.

‘Hello, Pedro, when you’re coming home, see if you can get me a chicken.

‘Okay,’ replied Pedro.

When he got home, Pedro took off his boots and coat and went into the kitchen.

‘Maria, where are you?’ He said.
‘Here —in the sitting room,” she said.

When Pedro went into the sitting room, Maria said, ‘Where is the chicken?’

‘What Chicken?’ Asked Pedro.
The one | asked you to get on your way home.’

Oh, no! I thought you said ‘when | come home | will see you in the kitchen’!
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In-Class exercise: Worksheet 1 — Week 4

Student Name: AN]Q&\Q Eg MM)S)E Z Student ID: M_\L__—-—-——-’

Module Name: _

W ON

module content and

This exercise is to help you to record your reflection/understanding of the
Complete it as best

what you have been taught so far to help you prepare your final assignment.
as you can.

Could you explain your understanding of the assignment by answering the following questions?

o

a. lIsit a presentation or a written assignment? & Y

b. Ifitis a written assignment, what is the word limit? _me&?ﬂl&__——————

c. Name the five aspects of Team Working you have to cover for your assignment:

Is the assignment brief clear to you? Yes [ ] No

If No, please explain:

.S

\

What learning outcomes are tested through this assessment?
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Can you name 3 benefits of Teamworking?

1-@_\9&%*______’,_

How many stages are there in Tuckman’s theory of team development?

Thegow S chen

Can you name them?

Your final thoughts and comments
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