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                  1.0        INTRODUCTION
This report focuses on several key areas and tools that I have developed during my first term, in this case Effective Team Working and Communication.   
The object of this report is to introduce myself, Alejandrina Perez. The report will also briefly describe some of the topics that I have covered in this term, and then confirm my future employability by using of some of the skills I have learned as well as an improved my communication skills. I have used some well-known and respected tools such as:
      A)  Verbal communication
B)  Non-verbal communication
      C)  Theories of communication
      D)  Shannon- Weaver model of communication
      E)  Berlo’s model communication
      F)  Schramm’s model communication.
 At the end of the report I will show myself to be improving from a student beginner into an employable person with much to offer in the challenging world of social work. The area of social work I am most interested is children, the elderly and families in crisis.   So, with these tools will significantly help me to focus my attention on overcoming the gaps in my personal knowledge
  1. 1     DEFINE TEAMWORK AND EXPLAIN ITS IMPORTANCE (CITE A REFERENCE)
· Teamwork is discipline and improvement. To make a good team is good to join a people looking in the same direction, it can helps if the leader is very forced you can come a partner to follow the relay because everyone is focused on the same mission.
It will always be important that we keep working together, supporting each other’s difficulties at all the time.
You are part of your teamwork when you participate, give opinions, ask for instructions, and above all, your participation influences the rest of the others.
Being part of team is a qualitative sum in which everyone must contribute to add better results for the team. When working in a team there will be a moment of dissatisfaction discouragement
but that cannot stop, we must continue to build, commit, collaborate and ask for help if necessary. Team working skills can be developed in many different situations and activities, just look out for concrete contribution in the team to save time in the long run.  
                       
                                                                                      HL APPS (2018) Employability Skills  
     
.       
1.2      DEFINE COMMUNICATION AND EXPLAIN ITS IMPORTANCE AT THE     
           WORKPLACE (CITE A REFERENCE).
· Communication is the main tool to create relationships, interacting with others, for example listening and speaking which are the basic communications tools.
Inappropriate use of the basic communication tools that I mentioned before above can create confusion and hurt relationships, so we have to be very careful in the way we use these tools.

· Nowadays there are many ways to improve our communication either by program of how to control your body language, learn a better way of listening and how to handle conflicts. At the workplace is very important for example in the case of problem solving, demonstrating that you have a successfully used communication skills to solve any situation which involves deadline with tricky customer or colleague behaviour in your teamwork.
[bookmark: _Hlk29244821]                                           Bento C. Leal III (2017)   4 Essential keys to effective communication
                                             Pag. 15

1.3        NAME THE ORGANISATION FOR WHICH YOU WORK AND GIVE A VERY                                           
               BRIEF EXPLANATION OF THE NATURE OF THE ORGANISATION (WHAT 
                 IT DOES). EXPLAIN WHY COMMUNICATION IS IMPORTANT AT YOUR            
   WORK PLACE.

· My organisation name is Xenon Services, it is a cleaning company based in London. Its priority is keeping the building well maintained so when visitors arrives will notice the good impressions of fresh and cared of the environment.
The communication is very important for example in the management of working hours for example, if a co-worker is late at work, he would have to notify to the supervisor and so among all distribute the work to finish at the corresponding time.

[bookmark: _Hlk29036271]
2.0    TYPES OF COMMUNICATION
-START BY GENERAL EXPLANATION OF THE TYPES OF COMMUNICATION YOU KNOW. TWO OR THREE SENTENCES.

Communication is the fundamental process of transmission between humans. Depending on the type of sender, message, encoding, channel, decoding, receiver, involved we can describe that there are several types of communication, for example:
· Verbal Communication. ( oral communication between people)
· Non-verbal Communication. (body language)
· Written Communication. (it is another verbal communication which messages can be transmitted through email, reports, letter and so long)
· Formal & Informal Communication. (official documents where certain formality is associated with them.  In the informal one there is nothing official in that kind of communication as social media, SMS and so long)
· Visual Communication (it is the communication system through images that are basically perceived with the view).

3.0   VERBAL COMMUNICATION
-DEFINE VERBAL COMMUNICATION (CITE REFERENCE). EXPLAIN GIVING EXAMPLES HOW VERBAL COMMUNICATION IS USED AT YOUR WORKPLACE
It is the most accurate and quick way to communicate with another person orally and making sure that person understands your message, using words to share information. for example, presentations or speeches, etc.
There are few examples of verbal communication in my workplace:
· When are late or miss the bus / train, we use to phone our manager to make sure the message arrives quickly to prevent delay at the building.
· If we have a technical problem in the building, we must speak face to face with the security to solve it.

                                                                                                            www.skillsyounedd.com

3.0   NON- VERBAL COMMUNICATION
- DEFINE NON-VERBAL COMMUNICATION (CITE REFERENCE) . EXPLAIN GIVING EXAMPLES HOW NON-VERBAL COMMUNICATION IS USED AT YOUR WORPLACE

It is based through our body language, determinate by the message we transmit through emotion in our communication therefore it is perceived through gestures that include in our personal, professional field and social life.
 There are few examples where non-verbal communication is used:
· When supervisor try to correct a colleague and the colleague look away, like ignoring the supervisor corrections.
· When someone ask for help from a co-worker and he accepts it with the sign of the thumb up.

[bookmark: _Hlk29244973]                                                                                                      Doyle A. (2019) 

 4.0   THEORIES OF COMMUNICATION
LIST THE THREE MODELS OF COMMUNICATION YOU KNOW
It is based on the ability of changing information that human being has to relate to each other, which tries to explain through information resources how the human being keeps in control his environment.
Actually, we can summarise the theories in few groups:
1. Focuses on mathematical and cyber theory (share an instrumental view on communication, it means the propose communication as a lineal process in the 
transmission of information.

2. Based on the model by Lasswell who is considered the father of communication, which proposed the element of the communication process, it  mean that a sender who sends a message to a receiver through a certain channel achieving an effect setting out the following question: Who says what? to  who? What channel? What effect?

3. It is about functionalist theory with magic effects version and limited effects. Proposes an overview of the media effects in general that are caused on people.

  5.0     SHANNON-WEAVER MODEL OF COMMUNICATION
EXPLAIN THE SHANNON-WEAVER MODEL OF COMMUNICATION (CITE REFERENCE). EXPLAIN HOW COMMUNICATION CAN BE USED AAT THE WORKPLACE ACCORDING TO THE SHANNON-WEAVER MODEL

· This model of communication  presented as a simple and linear process with the aim of improving the efficiency in the transmission of information through the theory itself, based on the cybernetic function which studies the electronic devices when the information is transmitted, looking for whenever it is transmitted in a fast way depending on the speed at which it is being broadcast. It also allows you to study the amount of information in a message and its capacity.
  
                                                  EXAMPLE
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· At the workplace can happen when the call that are made in the offices that pass through the secretary and reach to the boss, so the boss returns the message through the secretary to the person who requested some service. Office noise may interfere to get the right message.
      

6.0        BERLO’S MODEL OF COMMUNICATION
[bookmark: _Hlk29241992]EXPLAIN THE BERLO’S MODEL COMMUNICATION (CITE REFERENCE). EXPLAIN HOW COMMUNICATIO CAN BE USED AT THE WORKPLACE ACCORDING TO BERLO’S MODEL.

David K Berol’s model proposed a model that emphasizes as the attributes of the four main elements sources message channel and receiver.
· [bookmark: _Hlk29240578]Source: (sender) it is the starting sensitive point to factors such as knowledge skills, attitudes and sociocultural function.
· Message: (encoder) translates the message key to have a expected response. Assumes the ability to speak and write. It is the physical product of the issuer and its structure must be composed of a code, content and message processing.
· Channel: it is the transport vehicle in which it has to go for one way or several for his perception as hearing where we receive the message through hearing. Seeing where we algo get non-verbal messages by seeing. Touching where there are many non-verbal communications. Smelling we get information as well and tasting. 
· [bookmark: _GoBack]Receiver:  (decoding )  who is the person which get the message, Berlo’s claim that if sender and receiver are on the same level it would result a effective communication’ but one of the key point is receiver must have a very good listening skills.
                                                                EXAMPLE
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7        SCHRAMM’S MODEL OF COMMUNICATION
EXPLAIN THE SCHRAMM’S MODEL COMMUNICATION (CITE REFERENCE). EXPLAIN HOW COMMUNICATIO CAN BE USED AT THE WORKPLACE ACCORDING TO SCHRAMM’S MODEL.

· It is based on the analysis of the mass media and communication in general, his proposal includes mass media interpersonal, social, modern writing and old and so on. His aim is to feed back from public opinion as TV, radio, etc.  

                            EXAMPLE
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 8        CONCLUSIONS
I believe that I have successfully shown that I have progressed from student beginner to a student that will have the necessary skills to be employable within the social work industry. 
This term has been something new but very exciting for me because I am learning a lot about my ability as a worker as well as my own personal habit.  I am learning to use my time more productively and above all to give more priority and focus to what I really want to be and do in my life, for example  to graduate and be able to get  a better job but above all to be able to lead one day  my own company.  
I believe that I am well prepared to face the next term with the best of the expected because I really want to continue learning and improving to always give my best.
Also in this term I have been able to develop my ability to understand how to communicate better towards the person using empathy about reflection and the development that it have had on the internet nowadays, the communication in the social field and specially the roots in general where they come from.
I know with the help of this useful tools I can start to create project setting my goals, based on my own awareness, personal value and reflection for my personal envelopment within period of time
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