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1.0 Introduction
In this report I want to capture the knowledge acquired week by week during this first period. Looking to clarify the doubts and accentuate my knowledge by searching for information.

Teamwork
Teamwork can be considered a work tool in order to optimize the performance of tasks. Basically, teamwork involves the action of a group of people working with a high sense of union and empathy. It is important to know how to work together respecting the different thoughts that in this case are those that help the advancement of teamwork, through effective communication.

Communication
An important tool for teamwork is communication. Communication is the process of exchanging information between 2 or more people, an “Sender” and “Receiver” that transmit a “Message” through channels. Sometimes the information of the message can be distorted or confusing, due to the environment or the channel of communication that transmits the message, this is classified as “Not effective communication.” Which can create conflicts in our work or personal environment.
Communication is important in our workplace, because effective communication allows us to have a excellent working atmosphere, with good energies and allows us to maintain empathy with our colleagues.

Experience in organizations
Within my work experience I will allow myself to name 2 large companies for which I have worked. The first is Burger King, I worked for this company for a period of 2 years, during my first year I worked as a team member and supervisor. The second year through proper training for customer service and teamwork, I served as Assistant manager.
I currently work for a French restaurant. Orrery Restaurant, I work as a Commis waiter a totally different job than what I had worked in the past.
Communication is certainly important, in my workplace, because you somehow establish a link with the people around you. An empathy that allows you to create a system of proper functioning because there is no lack of communication and allows considerable progress in our day-to-day tasks.

2.0 Types of communication 
In the world we live in, information overload predominates, where there is more noise than quality content. New technologies have given way to a distorted system of communication, devoid of values and increasingly confusing. Among the types of communication, we have: Verbal Communication and Non-Verbal Communication which we will study further below.



2.1 Verbal communication

The type of verbal communication is by which we can communicate orally or in writing. For me it is the first form of interaction between human beings. Communication may vary depending on how it is transmitted and how the message is received. Verbal communication can be oral or written.

Oral communication: 
Oral communication, develops between 2 or more people, helps us to transmit a message through speech. It is considered a fundamental part of our daily life; oral communication is a characteristic that differentiates us from animals that can gesture articulated language. The elements of oral communication are:
Sender, receiver, message, channel, code.
 Written communication 
Written communication, can be given through different channels, today written communication has been greatly expanded, through emails, magazines, books, social networks and much more.
It is an effective form of communication for people who have trouble communicating orally. The message can reach an undetermined number of recipients, this type of communication can be classified as permanent, since it does not fade like words. For me written communication is more enriched because we can be freer and more expressive when writing and so we can transmit ideas and knowledge through letters.

The oral communication in my work varies for example, the manager of my work decides to make last minute changes in our broken, but wants to make sure that we know the last minute changes, so he decides to call us to make sure that it has become clear, case Otherwise it could cause problems when opening the restaurant.
An example of written communication in my workplace, when transmitting customer orders, waiters write their order through a program on the computer, the order is sent to the kitchen, which receives it immediately printed on paper.
2.2 Non-verbal communication
The type of nonverbal communication plays a very important role in our day to day is focused on everything we cannot say through spoken or written.
The types of nonverbal communication can be:
Facial expressions
Body language
Eye contact
Appearance
Postures
Through nonverbal communication we are able to transmit several messages, although it is not always the message we want to convey. Many times, we are sending an erroneous message by maintaining for example an eye contact, which can put us in trouble.
At the time of a body language we can transmit, various ideas and depend on our environment and the situation, for example it is not the same to be in a meeting between friends than in a job interview, our body language will be different.
In my work, non-verbal communication, for example, would be our dress code, we must dress formally, with which we try to transmit to our clients a space of harmony and respect, it is a restaurant that usually makes lunch or dinner to close important businesses . We try to convey a perfect atmosphere.
3.0 Theories of Communication 
Looking at communication from a broader sense, we can say that it is a system that human beings use to transmit information and try to control their environment.
The three communication models we have studied in this period are:
· Shannon-Weaver model of communication
· Berlo's model of communication
· Schramm's model of communication
Next, I will expand the information of each model a little more.

3.1 Shannon-Weaver model of communication
The Shannon-weaver communication model was developed in 1940 during the Second World War.
Its main objectives are to improve the speed of creation-transmission of messages and their effective coding.
Its main elements are nine. These are:
Source of information: Conformation of the word set selection to form the transmitted message.
Transmitter: Technical element that modifies the message in codes.
Channel: Means of transmission of the message to the receiver.
Receiver: Element that decodes the transmitted message and transcribes it.
Recipient: Principal recipient in the communicative process.
Noise: A set of distortions that affect the transmission of the message.
Medium: Message transmission mode to the channel as a signal. There are three types:
- Face-to-face media.
-Representative media.
-Mechanical means.
Code: Communication transmission system.

We can find three problems in this model, such as technical problems, in which the main problem is the lack of precision of the transmission of the symbols present in communication. Secondly, we have semantic problems in which we find a low level of precision of symbols and ideas. Finally, the problems of difficulty in which we observe how they affect the meaning of the symbols to the thought or action of the recipient.
To conclude this point, I will talk about four important concepts to consider. These are:
-Semantic interference: It is defined as any distortion in the meaning of the communicative process.
-Information: Organized set of data.
-Redundancy: Use of unnecessary words to exclude an idea.
-Entropy: Measurement of uncertainty before a set of messages.



Used at the workplace 
If we imagine a hypothetical case of a person who works as a radio host, we can visibly see all these elements previously explained.
The radio announcer is the source of information, the sounds that come from the mouth of that individual, are the message. The microphone you use is the transmitter of the message, the microphone waves are the signals, the satellite antenna of the radio announcer is the channel, the radio of a car using the receiver and the driver of the car, who is listening to the radio is the recipient

3.2 Berlo’s model of communication 

This communication model is used by many institutions to teach the communication process, this communication process is very similar to the Shannon-Weaver model. Only that it was modified by the researcher David K. Berlo who tried to solve several of Shannon-Weaver model problems   to apply it to human communication. The elements of this communication model are:
Source: Person or group of people with a communication objective.
Message: Purpose of the source to transmit something.
Channel: Conduit we use to transmit the message.
Receiver: Person or group of people located at the other end of the channel.



Used at the workplace
Through an advertising message on its website, a restaurant offers its menu for Christmas dinner, customers can decide in advance and anticipate what their budget will be. In this way the restaurant gave a message.
Source: Restaurant
Message: Christmas menu
Channel: Visual
Receiver: Clients or partners.

3.3 Schramm’s model of communication
Schramm’s model of communication, Wilber Schramm’s proposed the model of communication in 1954. The Osgood-Schramm model of communication is a circular experience that involves a sender who encodes a message, and a recipient, who decodes it. He was one of the few who proclaimed himself a communication scholar, he started thinking of his communication model right after the second world war. 

Example of model of communication


For example, the way the Schramm’s model of communication is used is like a common way to send cards but different, the way this works is by one person sends a card then the other person decodes it then then the other person writes it opinion about the cards then it goes like that back and forth.

Some facts about the Schramm’s model of communication.


-The Schramm’s model has three main elements, namely:
· Encoding 
· Interpreting 
· Decoding


There are three main general types of communication models in which all other communication models are mostly categorised
· Linear model of communication 
· Transactional model of communication
· Interactive model of communication 
· Dance’s Helical Spiral of communication 
· Westley and Mac Leans conceptual model.
 
Used a workplace
Before opening the restaurant, the establishment manager summons his workers to a small meeting to point out certain important aspects of the service during lunch. Workers listen carefully decoding the message, making their own interpretation.

4.0 Conclusion
In conclusion before the exposed in my present report, the base of all Society is the communication, it is a basic and essential point of our Society, throughout the years it has been modified by different aspects and theories or models.
Taking communication to our work environment effectively allows us to create empathy with our environment so that our labour and interpersonal relationships will not be greatly affected.
Through the types of communication, I have learned, we can send erroneous messages to our environment, for example through eye contact, or the message of our body.
We have studied three communication theories, very important and with many things in common with each other.
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Listening 89

Developing excellence as a listener can be
difficult, but to achieve professional excel-
lence, you must hone your ability to listen
effectively. Tn fact, Haas and Arnold (1995)
state that a growing body of research ug-
gests that listening ability, or the perception
of effective listening, is inextricably linked to
effective individual performance in orga-
nizations. Nichols and Stevens (1957} found
that good listeners regularly engage in mental
activities while listening. A good listener pes
odically reviews and mentally summarizes the
talking points completed thus far, Through-
out the talk, the listener “listens between the
lines,” in search of meaning that is not neces-
sarily put into spoken words. He or she pays

WRITE YOUR NOTES HERE

attention to nonverbal communication (facial
expressions, gestures, tone of voice) to see if it adds meaning to the spoken words. The
listener may also weigh the evidence used by the talker to support the points he or she
makes. 1t takes a lot of practice to become a good listener, and listening has become a
lot more difficult.

So how can you develop your skills as a listener? The first step is to admit that listen-
ing is difficult. Don’t fall into the trap of assuming that because you have good hearing,
you have good listening skills, too. Take Carey, for example. Carey was born deaf, and

Step Back and Reflect:
TROUBLE AT HOME, TROUBLE WITH TRAINING

As you read this passage and answer the questions, sicp
back and reflect on what went wrong in this professional
situation.

coworkers, they did not seem to listen to her, They rarely
looked up from their computers or phones, and she had to
repeat her questions several times before they answered.
When they diid respond, they answered only parts of her

Jennifer is a recent college graduate who started a new
iob as a recruiter for a local nonprofit. Her job consists
of placing individuals with employment barriers into jobs,
She must build relationships with employers, secure job
leads, screen candidates, and report her monthly hires/
placements. Her position is commission based, which
means she must make placements to earm money. While in
treining, she found herself preoccupied by several things
going on at home. She was fighting with her boyfriend and
in a conflict with her roommate. Her boyfriend sent her
numerous text messages while her new manager expiained
the job responsibilities to the class of new hires. Between
worrying about her relationship and the pressures of
learning a new job, she heard the new manager say that
she should do anything in her power to et placements, as
this was the most important thing to remember of all the
training content.

A few weeks into her position, Jennifer found that she
felt really lost about how to do her job well. She was not
making any placements. Whenever she approached her

Questions. Jennifer was left confused and frustrated. They all
said the same thing, however: Getting placements was the
most important thing to focus on, no matter how she met
her goal. She followed their lead and began claiming credit
whenever any of her clients found a job, whether she had
assisted them or not. Jennifer was cutting corners to reach
her placement outcomes. She had "heard” the message
loud and clear. A few months later, Jennifer, her coworkers,
and their immediate supervisor were terminated and the
nonprofit was under investigation for fraudulent reporting.

STEP BACK AND REFLECT

1. What went wrong?

2. What role did listening play?

3. What are the ethical considerations?

4. What critical listening strategies can Jennifer employ to
help her in the workplace?

6. How could Jennifer use the KEYS approach to
her communication interaction?

prove
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QUESTIONS TD CONSIDER
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MARIA and PEDRO €.7. W)

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 I will see you in the kitchen!

Q: Why do you think Pedro misunderstood Maria?
Q: Whose Model of Communication explains this confusion and why?
Q: How could this have been prevented?

Q: Whose Model of Communication explains how it could have been avoided?
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