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In this report, I will write about the effective teamwork and communication within the work place. I will focus on assessing my personal skills in both the communication and teamwork and how I can improve in these areas. 
1. Teamwork
Definition
The effective teamwork is when people working well with others from different background with the expertise to accomplish the task. It is the way that people can express themselves within the group by raising their voice, making and share their opinions and views. 
2. Effective Communication
Definition
The communication within workplace is the way that I actively articulating my view in listen, writing verbal or nonverbal and how I listen to others. In verbal communication this is accurately hearing what people say and being able to clarify and summarise what they are communicating. The communication is also being sensitive to the values and feelings. For example exchange of thought information ideas that result in mutual understanding between me and others peoples how to pass the information received to the appointed person or colleague. .The communication can be either effective which is seen as a good communication or ineffective as a bad communication.  


Different types of communication
There are various types of communication:
· Verbal communication
This involves listening to individuals and understands the meaning of what they are saying; verbal communication is when talking face to face using eye contact and gestures. Verbal communication involves accurate interpretation of others; the good ways individuals communicate between them. It is the way that the team members work together and listen each other and understanding the meaning of their views. 
· Writing communication
It is the way that people express themselves in word through a written document. There are many ways that the communication can be in writing. The writing communication can be formal or informal.
· Non-verbal communication 
Nonverbal communication is communication than cannot be written or spoken but the one that creates to support for the effectiveness of a good communication. When smelling, using eye contact or fidgetiness these help listeners to interpret the world using to communicate message. This is also called interpersonal skills which determine the way you make people feel. Your etiquette and personal presentation including the way you shake hands, clothes, hair style. It is all about how your look may influence the people around. 
The non-verbal and interpersonal skills can play an important role within the workplace especially when dealing with unhappy and unsatisfied customers. The body language may influence and reassure the anxious person; the smile on your face or the ability of listening to their views and concern may reassure the person in need. Most of the companies hire and trained staff in customer service as the Customer service Executives show the good image of the companies with great interpersonal skills. The Eyes contact, Listening and Smiling are the good examples of an effective communication while No smiling, using slanged language, not paying attention and other body languages are negative signs of bad communication. This communication is often ineffective.
· Formal and informal communications
Formal communication is considered as an evidence of certain formality in style and content. The elements of formal communication are emails, memos, reports, letterheads and any other written material. The informal communication has nothing official. Its character has been seen as social. This can be sms, social media, whatsap.
·  Visual communication
Visual communication involves images, pictures, presentations, any illustrations, logo or advertising and videos that may transmit the message or give the image of the companies. . Nowadays, many industries use this type of communication to disseminate their message, the objectives, and their visions. This type of the communication helps to interact with the service users or the customers. There are also various elements that companies use  for visual communication:
·  colours for brands,
·  logo or design
· Animations and illustrations
· Presentations
· Leaflets and pamphlets
· Typography 
· Advertising and video resume.
The visual communication is linked with the technology skills and its concept is rising aside the advancement of the technology and now it became the best type of communication. 
Models of Communication
The models of communication within the workplace are the instruments used to make an effective communication. Most of them are used within the technology. Through this within the workplace people communicate by emails, memos, telephone, fax, pictures and video conferences. . This model of communication is seen as the right method of communication in the work place as this is easier and quick way of communicating within the service and for business networking. 
Personal capabilities
Developing an effective teamwork and communication skills as student and care worker is a key for success through my academic journey and my work life. These skills help me to solved the problem with my colleagues and my lecturers; gain confidence in working with others, university mates through group work, group presentations; make me confident in writing essays and reports and help me improve the language skills. .  I can develop my communication through work place, university or anywhere with the colleagues by sharing ideas or task work in the work section; when meeting with families and friends during social activities. I also assess my communication skills during lectures, work meeting and at the job interviews. Through my daily life communication sis the most skills that I use and develop everyday whenever with colleagues when doing double up shift or job sharing and when interacting with the elderly people in my care

Things to improve communication at work place
· Need more practices in using technology skills,(telephone, E- mail, letter)
· Reading and research (use of libraries for books, Google scholar to find articles and online books. Through reading I will get more ideas, learn new vocabularies and understand grammar to improve my writing. 
· Socialising with colleagues and practising the verbal communication in speaking, asking questions and meeting with colleagues. 
· Organising social meeting as well as work meeting will improve my communication skills with others.
· Improving technology skills by doing more online research
· 
·  More practices of clear writing and professional correspondences such as business letters, memos, essays, presentations and appraisals at work place to get performance goals reviewed and how to improve. 
· Participating in group discussions, forum and other research.
· Engage and interact with clients, customers and other staff. Within the care setting, interact with the service users by engaging in an opened conversation to listen to them and understand their needs. 
· Meet up with your line mangers or manager for annual review and performance and discuss about feedback and way of improving your personal development. 
· The performance at work place is to challenge or work hard, within the   is the way you are  providing care at the work place .Look at different training in place with your managers and  other vacancies to get yourself prepare for job interviews and CVs preparation. 
Conclusion
To conclude, communication skills are useful and play a huge role in any environments. For professional use within the service, the communication is also for good and real work of leadership in the work place. In general this is the fastest service that helps to run the business.
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