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1.0 Introduction
Teamwork
Definition: Teamwork is when two people or more than two people work in a team towards the same objective.
Work as a team implies help each other, respect ideas of each member of the team and trust colleagues, when a team achieve this skill means that they are going to get the goal in a way must efficient and effective.
That is why avoid personal conflicts among workers and cooperate is crucial to do work a team.
Teamwork in the workplace is important for many reasons but the most important reason is to achieve the main objective.
When a group of people works together effectively, you will have a successful outcome.
To obtain a high quality as a result you need to have a clear communication so you will not have poor productivity

Communication
Definition: communication is when two or more individuals' send and receive information or opinions by talking, writing, or medium an electronic.
The process of the communication of sending and receiving information consist in a sender, medium, receiver and feedback.
(Griffith and Dunham. 2015)
Communications is so important in the workplace to have a success.
If a team have lack of communication, there will be more difficulties to achieve the goal but if the team have a good communication so is going to be less difficult to fail and they are going to save time to achieve the goal.
When people communicate is important to make it clear and avoid misunderstandings to get a high quality as a result.
Organisation:
I work in Julius Rutherfoord & Co company in the field of cleaning.
Their main purpose as a company is to make feel the client satisfied for what they pay.
Our duties are to achieve the goals in a set time by working as a team.
My workplace is in a university where we must accomplish the job in 3 hours and half by cleaning all classes and offices plus 1 kitchen.
We are a team of 8 people and each person have in charge 1 floor, so as a team is important the communication and cooperation and I am going to explain why.
If someone of the 8 people get sick, the rule is that he/she must call to the supervisor at least 3 hours in advance to notify he/she absent and give time to the supervisor to find another person to cover the duties of the person who is sick, if the person does not give a call or left a message in the set time of the rule unfortunately all the team are going to be affected in a bad way because we will have to run and cover the duties of the cleaner that did not notify.
This is an example of the importance of have a good communication in the workplace.
If the cleaner would contact the supervisor on time, all this would be avoided.

2.0 Types of Communication
There are two types of communication, verbal communication and non - verbal communication.
Verbal communication is when you use words or sounds to express yourself and send the information or opinion that you share by talking or writing, or by sign languages.
Non - verbal communication is the information or thoughts that you transmit by the way you move your body or look someone or something, also can be the expression you do when you taste any food or drink, non - verbal communication are expressions you do.

2.1 Verbal Communication
Verbal communication are the words that we use and say, including verbal fillers, to create a message through the language. 
What are verbal fillers?
For example; um, like are fillers words that are used to fill a silence between connecting ideas.
(Griffiths and Dunham. 2015)
At my workplace verbal communication is used by listening carefully, make sure to receive the clear message, giving a feedback and avoiding gossip.
For example, this Christmas term we were not sure if we must work or not and one employee was sharing the information saying that we did not have to go to work because the workplace was going to be closed, but to cover my back I went to my supervisor and asked to him if that was true or not, so he gathered all of us and told us that he was not sure about it but in case that were true he would make contact to each employee and he would let us know.




2.2 Non – Verbal Communication

Non – verbal communication is a way of communicating with others without words but with expressions, you can exchange information with expressions such a smile, waving your hand to say hi or bye to someone, eye contact among others.
Here is an example of how is used non – verbal communication at my workplace.
One day my supervisor asked for help to one colleague to organize a classroom and move the tables and chairs and he said yes but with the way he moved the tables and chairs, he transmitted that he was not happy to help.

3.0 Theories of communication

There are three models of communication, which I am going to summarise below.
Shannon – weaver model of communication was created to avoid noise when a sender and a receiver were communicating by phone.
The goal of this model is to develop an effective communication between the sender and the receiver.
Berlo's model of communication is composted by a sender, a message, a channel and a receiver. 
This model was used to develop technical communication.
Schramm's model of communication is a model that explain how a message is transferred among people, companies or any others.
From: (Moodle)

3.1 Shannon – Weaver model of Communication

The Shannon – weaver model of communication is a mathematical theory of communication created by Claude Elwood Shannon and his model were call the mother of all models.
This model is compound of a sender that is the person who send the message by a channel, the encoder that is the medium where the person sends the information by codes, then we have the channel that is where the sender sends the message, it can be by mobile. There is a decoder which is the machine where that translate codes into messages, and finally there is a receiver that gets the message and provide an answer according to the message that he/she receive.
Here is an example of the Shannon – Weaver model of communication at my workplace.
My supervisor called me by the company telephone and told me if were possible to do an extra hour, but I could not understand properly because were bad reception at the place and my feedback was “I cannot hear you properly”.
The sender was my supervisor, the encoder was the company telephone, the channel was mobile network, the noise was the bad reception in the place, the decoder was my mobile phone and finally the receiver was myself.
The transmission error was the bad reception in the place.
From: (Moodle).

3.2Berlo’s model of communication
In 1960, David Berlo develop this model SMCR from Shannon and describes each component to make the communication must efficient and this module also focuses on encoding and decoding. 
Encoding happens before send a message and before the receiver get the message.
SMCR means sender, message, channel and receiver.
Now I am going to explain each component;
Sender
Sender is the source or individual who send the message to the receiver.
As a sender is important to have good communication skill to avoid misunderstandings.
The attitude towards our self creates the effect and can changes the meaning of the message.
Have knowledge about the topic that you are talking helps to have a communication more effective.
Social systems such as religion, rules and many other affect the way of how a sender communicate the message.
What makes different message are cultures, for example a person who is Islamic get offended if a woman does not use hijab but the person who have other culture does not thing the same.
Message
Message is the content that have been send from the sender to the receiver.
The message can be sent by audio, text, video or in other many ways.
Channel
The channel refers to the medium that the receiver sends the message.
That mediums can be the telephone or internet but also in general communication this means the five senses of human; tasting, hearing, smelling, touching and seeing.
Receiver
Receiver is the person who receive the message from the sender.
The receiver should have a good listening skill to avoid misunderstandings.
This model of communication can be used at my workplace when two people are talking about a subject and are not agree because they have other believes and does not have the same level of knowledge.
3.3 Schramm's model of communication
Schramm's model of communication origin comes from Shannon weaver model.
This model is compound by a sender, message and a receiver.
The coding and decoding are the processes of an effective communication.
In this model of communication is considered as an incomplete communication when the sender does not send a feedback to the receiver.
This model believe that communication is a process of two ways, this means from sender to receiver and receiver to sender.
How this Schramm's model of communication can be used at my workplace?
For example, when I go to my work, the first thing that I have do to is to sign a book putting my time of entry and sign another book signing for the key I have been given to open the door of the floor I clean, then I have to talk to the receptionist and tell her to put my pin in the phone and she needs to answer me to let me know if she did the clock in or not because if she doesn’t give me a feedback it could be because she forgot or didn’t listen to me.
In this scenario is important to wait a feedback from the receiver to the sender.

4.0 conclusion
In conclusion this term taught me about how to work in a team and how to communicate efficient and effectively in real situations such at work, university or any other places.
This term explained types of communication for example verbal and non – verbal communication.
I also learned three different theories of communication and the differences of each model of communication; Shannon, Berlo's and Schramm's models.
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