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Introduction 

My discussion in the project is a reflection of how team work and communication is currently working at my place of work. I will also discuss ways it can be improved from management level to the rest of the employees, which will then have a positive impact on our clients. My thoughts of how to improve will be based on my current academic studies which I will use the above table of contents. These contents are topics discussed in class and my own research.

As I am now seeking a career in health and social care, if the contents of this assignment is applied, I am confident of being employable and have a successful career. It is also important my studies is well applied in the workplace, this is because in the healthcare sector dealing with venerable people is a sensitive matter. My volunteer work in the police service as a ‘metropolitan police special constable’ (2009-2012) also equipped me with a high standard of knowledge in dealing with venerable people and conflicts management. 


What is effective team work and the impact in the workplace

When I worked in retail as manager, PC World I came across some great examples of team well which had a great impact on the company’s business. The company had over 400 stores across the country all aspiring to a common goal, ‘To Be The No1 Retail Destination For Electrical in the UK. 

To allow for effective communication stores were split in regions, mainly geographically to allow a regional manager to reach out and support. This allowed for good team performance and communication as we were able to relate in a local way. We utilised this opportunity to share best practices by supporting each other as a team. 

To allow for an effective way to operate, the National Health Service (NHS) has various departments in hospitals that deal with different aspects of the establishment. These include administration, Emergency departments, surgery, management, accounting, ambulance, technology (IT), general practitioners, porters and to mention a few. All these departments are a team of specialists who operate for a common goal to support the NHS Trust. 

Factors that can have an impact in team work
Both positive and negative factors can impact on team work. 
Positivities than can contribute to a successful team includes:
· Agreeing and believing in the same goal
· Each member contributing to the best of their ability 
· Communicating effectively 
· Support for a member’s underperformance 
· The team leader helping and supporting members by being approachable and leading by example 
· Celebrating success to motivate the team to aim higher
· Demonstrating honesty and integrity 
· Allowing for members to express themselves and opinion without the fear of being underestimated
· Giving equal opportunity and not discriminating members regardless of race, sex, age, religion etc

These factors can motivate the team to perform to a high standard. 
When these points I have discussed are not applied or implemented, it causes negativity which in turn let’s  the team to disintegrate leading to underperformance. 

When I worked in retail, in order to communicate effectively and work as a team, we had management meetings in different locations.  These were mostly sponsored by other interests such as companies who wish to communicate by way of advertising and educating us of their products. This allowed for one message and one understanding, so as a team we were also able to convey our learnings to the rest of the employees. As managers we shared the knowledge through communicating directly with our teams, these were implemented through daily briefings and training sessions, leaflet handouts and monitoring of performance.
If there were any individuals underperforming, I would arrange for a one to one review. Firstly to identify areas of difficulties so I could support them.  Confidential verbal communication is a useful tool when seeking to improve performance in an individual according to my own experience. 


What is effective communication, and the impact in the workplace
It is important that a team working to achieve a common goal possess and aim to achieve it together. Therefore interaction between them by sharing information is vital to their success. Communicating effectively therefore is of great importance especially in a big organisation such as the healthcare sector.  Some examples include:
· Active listening 
· Verbal and nonverbal communication 
· Assertiveness 
· Virtual communication 
· Ways to encode and decode messages
· Communication challenges
· Leadership in action
· Resources available to improve communication 
 
My further discussions will illustrate benefits and detrimental effects if communication is not effective in the workplace. 

Verbal communication
Verbal communication is known to be the best way to communicate effectively.  Whilst other methods such as letters, emails texts and even posts on social media are mostly convenient, having a verbal conversation is historically the most effective way of communication. Verbal communication allows for prompt response from those involved in the conversation.
In health and social care when possible, the best form of communication is verbal as it allows both parties to express themselves. 
Verbal communication is a tool which can allow a health care worker to examine and even diagnose symptoms of a patient. 

Non-verbal communication 
To put it simply, nonverbal communication also referred to as body language includes all those ways we communicate without words. A more technical definition for nonverbal communication is “communication other than written or spoken language that creates meaning for someone “(ivy & wahl,2014,p.5)

Body language can portray your personality and the mood you are in. Without speaking the gesture you demonstrate speaks a lot of what your intentions may be. There are various examples identified such as:
· Rolling of the eyes meaning “doubt”
· Folding of the arms portraying defence 
· Hands covering the mouth illustrating a speechless gesture   


Active listening
We listen for various reasons. Whether it’s music, the sound of excitement or one of distress. We may also listen to learn or obtain information. The acknowledgment of what you are listening is important during communication. To allow for the the other communicator to know that you are indeed listening, you can acknowledge by nodding, keeping eye contact or making gestures.

According to Julian Treasure we spend 60 percent of our time listening but only retain 25 percent. And further explained that there are filters that affect the way we listen, these include culture, language, values, beliefs, attitudes, expectations and intentions. 

Virtual communication 
Virtual communication is very popular in distant learning called e-learning. Companies also use technology to communicate by means of  conference calls and video links. At my current place of w

Resources available to improve communication in a workplace
My current workplace has many ways to communicate.  Technology has paved  way to communicate much easily and effectively. Emails, text are the most conventional way we communicate. However display screens, notice boards and leaflet handouts are still being used. Daily briefings are effective as it allows for direct interaction. 
Management also interact and with colleagues through periodic reviews, which give the opportunity to discuss under performance and way to help improve. 

Benefits of effective team working and communication
Team working and communicating effectively can be challenging as discussed below, especially in a big organisation such as the healthcare sector. The benefits for working and communicating as a team can be rewarding as it reduces stress at work and allows for better productivity. 


Challenges of communication in the workplace
According to Celeste Headlee we are no longer listening to each other. Technology has taken over most of the time we have that could be best used to communicate effectively especially in the workplace. Instead we rather visit social media sites or text colleagues or even family and friends. 
She went on to mention 10 ways to communicate better. The suggestions below when practiced can limit the challenges we encounter in the workplace
1. Don’t multi task
2. Don’t pontificate 
3. Use open ended questions
4. Go with the flow
5. If you don’t know say that you know
6. Don’t equate your experience with theirs
7. Try not repeat yourself 
8. Stay out of the weeds, keep it simple
9. Listen
10. Debrief

Leadership in action
To be a good leader, you need to have possess certain attributes which will gain you credibility. The credibility you gain will the allow you to operate your position as a leader in a n effective way. In health and social care, this is important as the leader must possess good leadership skills which include:
· Experience and expertise in their field
· Professional 
· Approachable
· Help to promote the ethics of the organisation 
· Willingness to support 
· Share best practices 
· Setting good example
· Show enthusiasm 
· Good listener

Conflict management 
Conflict can occur when two or more individuals do not share the same opinion, which then leads to a misunderstanding. If not settled by intervention, this leads to a potential break down in communication or even worse consequences. Conflicts happens between families, friends, workplace and even between countries and nations, causing law suites and war between nations in extreme cases. 

Communicating effectively can play an important role to stop conflicts from happening. 
Families solve conflicts related issues by expressing their concerns to a neutral and respectable person with a credible history in solvIng problems in a confidential way. They then seek advice and finally meet to discuss a solution. The same may apply to friends who have an issue which may lead to a conflict. 

Workplace misunderstandings between colleagues or management that could potentially lead to conflicts are normally settled by senior and experienced managers. It may also involve union representatives and when communication takes place effectively, the problem is uprooted before it escalates. 

Nationally, conflict eradication is of great concern as news discussed in the media and experience worldwide causes humanitarian disaster. The United Nation and Healthcare organisations such as The Red Cross intervene by communicating with both sides, agree on a resolution and set it an action plan with the aim to offer support the most venerable. 

Conclusion 

Below is an analysis of my STRENGTH, WEAKNESS, OPPORTUNITY and WEAKNESS. (SWOT) analysis

	Strengths
· Team player
· Honesty and integrity 
· Good listener 
· Approachable
· The will to share good ideas
· The ability to set a good example
	Weakness 
· Being openly critical 
· Dealing with extremely venerable people without being emotionally attached 



	Opportunities 
· Pursuing higher education to gain a wider knowledge in communication 
· Gaining experience through academic and family experience 
· Utilising local health and social care facilities to enhance communication skills
	Threats
· Language barriers




My goal is to seek an academic knowledge in health and social care which I am currently pursuing. I plan to sustain my strengths and work on the opportunities and weaknesses by creating an action plan. 
My action plan will include:
· Visits to local healthcare facilities to gain knowledge on how they communicate effectively, I have began this by speaking to friends and family who work at Goodmayes NHS trust
· Reading articles both online and consulting colleagues for information on how to best communicate
· Evaluation of my progress by consulting lecturers at my current university 

The academic studies I have acquired this semester has enlightened me how best to work and communicate in a team effectively. 
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