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By giving an example of what we have seen this course, I will base my work on Effective Team Working and Communication.
Currently, I work in a hairdressing salon in which we do not have a reepcionist, I will expose a problem that happens daily.
“Style Hair & Beauty does not have a responsible person in the reception of the salon, the workers and the head of the business are the ones who handle the appointments of the clients, in the salon, the clients can make an appointment through Treatwell, telephone, and -mail, facebook, instagram or sms. Currently, the person who has a free moment is the one in charge of taking appointments, thus blocking the part of Treatwell, since it is a complement of online customer acquisition that is confirmed with an online payment. By not giving priority to that system, appointments are taken on the computer by phone and the part of the Treatwell column where that space is occupied is not blocked. The big problem comes when 2 people appear with an appointment taken in the classroom, one through Treatwell and the other by phone. Which creates frustration among colleagues thinking about who is to blame, a delay with customers and an image of very little business responsibility. Another point to discuss is the nationality of the workers, taking a short time in England, the language can be the failure of some errors taking wrong quotes about the service that the client wants to perform, the time, the day and which stylist prefers that attend him. ”


The importance of proper communication is to be able to inform about ideas and objectives in a business in order to expand new ideas, projects and techniques.
We must pay close attention to avoid problems and frustrations after misunderstandings.
Not only is the boss or manager who must communicate, also the employee, the communication must be fluid and open, also stress that you should take a moment a day to comment on any change or innovative idea for a business improvement, as it could expedite or improve a point to be treated. Do not leave everything to comment on a weekly or monthly meeting.
In many jobs, these routes may be limited by not being able to contact a superior directly, but there is the possibility of communicating ideas, requests or problems through
of e-mail or internal networks.

The access to the general information of the company allows a greater understanding of all its members, the employees with smaller rank will be able to understand better the norms in case of solving a doubt if a superior is not near.

In the article "The importance of communication at work", (Anon., 2018) explains that not only the standards should be communicated, the mission and vision of the company, future projections, current actions and also some data Economic must be communicated and disseminated so that the entity is composed of committed and motivated personnel. Although it is not necessary, for example, that plant operators know the specific techniques of the accounting department, it is a good idea to know the scope of the financial objectives of the season, the flow of sales or the incorporation of new clients (only to cite some examples), thus obtaining the certainty that the entity of which they are a part is working well, in order, and with good projections in the future. And those good news are the motivation for the hard work of all the members of an organization.
It is very important to delegate tasks, not to believe that we can cover everything, it could frustrate us when it comes to focusing on more important things, we would relax the brain and give confidence to smaller positions of the company.
In this room, we can also compare the same thing that happened with the exercise done in class on “The professor and the village people”. A misunderstanding of the language leads to mistakes, to avoid it we must express ourselves with other expressions or synonyms until we reach a final understanding.
We can also find the noise like factor in the Case Study Pedro and Maria on days when the room is very crowded, music factors, customers talking and dryers running can be a factor in interfering with the sound.
In Berlo´s model, the message depends on the communication skill, attitudes, knowledge, social system and culture, the message should be composed of content, elements, treatment, structure and code for a perfect reception depending on hearing, seeing , touching, smelling and tasting.
For all cases, the most important thing is always a clarification at the end of the conversation about an understanding by both parties.
Communication is something that we must always refresh, either verbally or in writing, the tasks to be transmitted by a high position in a company or to be received by the employee may be changing continuously, doubts may arise from new personnel in the company , having had an unexpected technological problem such as not receiving important e-mails ... Therefore, we must emphasize the most important points and above all, do not take a step without asking when you have a doubt to avoid the error.
When it comes to important matters, a connection with a high position through e-mail is very important, in class some classmates made a demonstration of a person who took a day off without being confirmed on paper or e-mail, giving the situation of "noise" again, because the senior office was talking on the phone and did not pay attention to the meeting he had with the worker. The day he asked for free, he took it and his absence missed him because he did not know he had the day off.
If the worker had waited for the senior office to finish the phone call and signed a paper or made a communication by e-mail and had received a return confirmation, if they had saved this problem.
In wikiHow (Editor, 2013) nos explican todos los puntos a tratar:
· The name of address: it has to be professional, the ideal is a variation of your name, because show who you are, avoiding always use usernames or nicknames. Also avoid numbers or extraletters.
For instance, sarahthesupergirl007@gmail.com will seem unprofessional.
Sarah.Castanares.Esteban@gmail.com , however, is suitable.

· Use a proffesional font. The majoritie of the email services don´t allow you to choose the option of a decorative font like Comic Sans or Old English, but we have to know that the formal way is use something more conservative, like Times New Roman or Arial.
The size should be legibl, such as 12 point type.
Of course, use always black colour.
Do not use all caps. These make it seems like you are shouting at the recipient.

· Use a short an accurate subject line. Use keywords in the subject line that suggest exactly what you are writing about, in just a few words. This helps make sure that readers don´t overlook your email because the subject line is missing, is too vague, or suggests the email is unimportant.
Subjects like “Quick question”, “Contactting you”, or “Email about an important matter” are too vague or obvious to be useful.
“Schedule, Guest List, Dinner Requests, and Meeting Overview for October 15th”, on the other hand, is overwhelmingly long and covers several topics.
“Meeting RE: damaged escalator on October 15th,” however is short and to the point. It alerts you recipient to a single primary topic and a specific date.
· When you don´t know the name of the person you´re writing to, use a salutation like “Dear Sir/Madam” or “To whom it may concern”.
· Never use “Hello” or more informal salutations.
· In the first paragrapg, text about yourself, they have to know from the beginning who you are, after this, write why you are writing. For example, if you are writing to a potential employer, you should write: “My name is Sarah Castanares. I´m contacting you to apply fot the administrative manager position listed on Argos.com”.
· Prioritize the most important information. Put this valious information near the top, it will make your e-mail very clear. For example, “My name is Sarah Castanares Esteban. I obtained your email address from the Saint Trinity David university office. I am writing to contest the traffic citation I received on October 14, 2019”.
· Get to the point. You are not writing an email for a friend, this is serious, you have to be right and polite, as much as possible. Use always formal language, basicly, you are asking for something, so you have tou show them respect, avoid slang, unnecesary contradictions, emoticons and emojis, profanity and jokes.
· Beating around the bush will only lose your reader and make it harder to figure out what you want or need from them.
· Keep it brief. The size should be like the screen length, if you need to text longer, break it up in short paragraphs.  
· Use a proper form of closing. As with salutations, there are a variety of closings that are acceptable in formal emails. Make sure to follow up with your full name and job title or other signature (if you have one). Examples of potential closings include: “Yours sincerely,”, “Yours cordiality,”, “Respectfully,”, “Best,”, “Your student,”.
· Don´t use abreviatures. For example, “I am thinking if you are available tomorrow in the morning to discuss about the project, the company was not in problems last year”.
· When you finish an email and you want that they contact you in an easy way, put your telephone number after the name.
· Remember always start a question or a sentence with capital letters.
· If you need to include an attachment, make sure to mention them in the body of the email to left the recipient know that they are included. Be courteous by trying to keep the number of attachements and their file size down, and by using common or widely compatible file types. For example, include a note like “I am attaching acopy of my resume and portfolio, in PDF format”.

How the communication work work affects the environment between managing and employers, in his article (Adkins, 2019) explains that an effective coordination of people´s activities is essential if an organisation is to run smoothly and achieve its goals. In turn, coordination depends on the relationship between managers, supervisors and employees. If this relationship is characterized by poor communications, vaguely defined duties or hostility, a team or department within a company won´t function very well.
Returning back and like an analysis of this assesment, if we apply this theory in the salon, the communication that is not in the salon daily, should have, at least, an email from the boss explaining the changing in the rules to every employeer and asking for a response to receive the confirmation of the email, in this way, everyone will be responsible of their own actions. 
Also, from the employers, do not take a step if they have any doubt about something, in this case, they have to talk one minute with the manager or make a quick call to clear this.
About the absence of a recepcionist, the manager have to make a rota to have 30 min every employer working like a recepcionist, answering emails, phone calls, doing social media stuff…
Weekly, it will be a meeting, to expose all the doubts, changes in the rota, rules, etc. 
Every time that anyone want a personal require, like holidays or days off, it will book a meeting with the manager or through email.
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