Page 9 of 9    



Jacob Middleton
1817899
Effective team working and communication 
BMSK4002
                                                                                                           















Table of contents 

· Introduction
· Communication skill
· Communication effective business 
· Workplace communication 
· Challenges of communication
· Solutions strategies for effective communication
· Conclusion


















Introduction
the aim of this report is to talk about communication and Annalise some of the communication skills I have learnt communication is a skill that allows you to interact and understand each other which is why this skill is very important to have in the workplace.my report will explain some of the modules of communication I have learnt in class and my understanding of communication in the work place the modules of communication I use at work or in my everyday life also the challenges of communication and the right solutions or strategies for effective communication  and how to use these methods in the work place.



Communication
This particular skill allows to be understood and to understand each other communicating ideas and successful opportunities to others listening in conversations and also giving and receiving critical feedback [online] available from https://www.skillsyouneed.com assed on (27th august 2019) there are  so many different ways and modules of communication and it is a good skill to have it helps you to understand the wright ways of communication where it is needed that can be face-to-face interactions phone calls and digital communication like email and social media different types of communication are appropriate in different situations [online] available from  https://www.meriam-webster.com assed on (27th august 2019). 


How communication can be made effective in the business
Communication in my opinion is essential in a business organisation if you can not communicate and understand each other you will not succeed the most effective ways of communication is understanding each other   good communication skills are essential where there is good communication there will be less problems in the workplace even in your day-to-day life and if there is problems or issues you would be able to communicate in the right way and look at the solutions to fix the problems as a team or even on your own effectively communication also helps with decision making and problem solving good communication with partners employee’s friends or associates and bosses gives you motivation to help you reach your goals and succeed in any organisation. With goals and motivation comes success and if u set clear gaols with rewards bonuses you will thrive in the industry  The Shannon and weaver method 
[image: C:\Users\1817899\AppData\Local\Packages\Microsoft.Office.Desktop_8wekyb3d8bbwe\AC\INetCache\Content.MSO\558F6E08.tmp]
· the sender of the information source or message 
· transmitting and sending the information 
· the channel where there is a good chance its not 100% because of noise pollution or disruption
· the reliever has to decode the message before understanding it 
· the message has reached your destination and are awaiting feedback#


Workplace communication
communication is extremely important in my workplace I work in construction where communication is actually apart of our health and safety the Shannon and weaver method comes to play as we have very high  noise pollution where the communication can struggle at the channel from such high noise pollution or sounds we use a lot of hand signals in my profession because of this noise pollution we also use radios to communicate as there has been problems with just verbal communication in the past for example I am a Crain operator at my job I was on top of the building with a few of my work colleagues I was unloading a lorry with timber frame which is over 3 quarters of a ton in weight  I have a banksman signaller which means I can stay on the roof and send the Crain down. Knowing that there is someone competent in chaining loads securely on this particular day it was very hot loud and busy I am waiting for the banksman’s signal on the radio to lift the load. I received he’s signal to start lifting I started to lift the concrete beam was just off the lorry and the banksman jumped down and told me to take it but in actual fact he was telling me to wait as the concrete beam swung road sideways and was caught under one end of the scaffold. It all of a sudden felt heavier I could hear some shouting but could not make it out and though it was general construction noise pollution the pressure was so strong that it snapped the strops and came crashing down to the ground. there was no one hurt luckily and there wasn’t too much damage to the scaffold but in the corruption of the noise channel I got the words mixed up and it was something that I new we had to progress on. also was a close call so we use radios from now on even if I’m told to lift something I always repeat what I’ve been asked back to the sender and I always ask for feedback to make sure we are on the right page and any more near misses are far from happening when I’m using my communication methods at work.it isn’t just at work I use these methods there are modules of communication from the basic to the advanced high end it just depends which module is appropriate in the right situation. 


Challenges of communication
  
Lack of a plan: effective communication requires forethought, especially when the target is an executive audience that you don’t regularly speak to
  Not understanding your audience and their communication needs: to ensure your messages get through you need to put them in a context that matters to the executive. To do that well, you need to be able to see things from their perspective, not yours.
  A confused or unclear purpose to your communication: you need to be clear why you are communicating and what you expect from the executive.
  Poorly structured content: without correct context and organisation, the executive will miss – or worse – misinterpret your message.
  An inability to empathise with the C-suite: understanding the C-suite’s perspective helps create the right context and builds trust that makes your communication more effective.
  Poor audience engagement: effective use of verbal and nonverbal communication will help ensure the executive hears you
  Failure to evaluate communication effectiveness to gather lessons learned: effectively communicating up is a life-long journey. It’s important to take time after key interactions to step back and evaluate how well you did and document lessons learned.[online]  from https://www.strategyex.co.uk assed on (27th august 2019) there are lots of different challenges of communication the first most common one is the language barrier its hard to communicate properly if u do not understand each other 100 percent I have a lot of these challenges at work it’s my dad’s company and I run it most days why my dad is looking at other jobs and I find that if someone doesn’t understand you clearly  there not competent in doing the job there has been so many mix ups with language barriers I’ve even started to ask people of the same nationality to explain to their fellow workmates from the same country so that they can understand clearly wot to do it’s a dangerous place to work as it is without and verbal communication not understating tasks when you basically have others life’s and safety in your hands as well as trying to keep my dad happy and he’s employees and to succeed in the business

Solutions/strategies/effective communication
The solutions I’ve started using in the workplace and mentioned before is the Shannon and weaver method because this method always requires feedback with can tell you if someone has read and processed the information clearly  by asking them a question and them giving you feed back on the question or task it is also important to use this method as noise which is very high in my title can sometimes change the way people hear things as explained in the communication methods I use in the work place it is important to have a clear understanding of each other and the communication will be good you will be approachable be able to talk and sort out issues with out any major disruption or argument  another solution I’ve started using is getting everyone together in the morning and explaining to them what I want them to do for the day and then I ask them if they understand even if there confident in saying yes I ask them to explain to me what I’ve just asked them to do and what they are going to do and how they are going to get the task done in the right way it is good to ask someone to explain to you what task they have been instructed to do and how they are going to do it gives you a good understanding of peoples communication skill in the industry. I am confident in this skill as it is a skill I have to use on a daily basis but I’m still learning and growing and since studying at university it has helped me progress on this skill and use some of the models learner in my day to day work life and social life  

Conclusion 
At the end of this report I have talked about communication skills why it is good to have these skills why these skills are effective in the workplace the models of communication that I’ve learnt and use in my own work regime and the solutions and strategies that can be used in the work place for effective team working this is a skill that I think I’m good in but I’m still learning and have learnt more about communication since studying at university I’m confident in the models of communication I’ve learnt and using them in my day to day life communication is a skill that’s essential I believe everyone has some sort of communication skill its just progressing on it  
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Ex.2. Read the following brief and write a business email according to the instructions.

You are Director of Communications at your company and you would like an employee, Jack Daniels, to join
your Communications Training team.

- Tell ID why you are writing
- Say what you have observed and like about his communication skills

- Tell hln*\gﬁ(you think he would be an asset to the team
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In-class exercise 2

% Trinity Saint David Effective Team Working and Communication - Term 1
R

Student Name: ) OL(_'(M MWYTZODLET GUNY  Student ID: \ 2 \ ? @ 01 C\

Time allocated: 1 hour.

Please return your paper to the lecturer upon completion. It will be returned to you at the next session. You
will need to include a scanned copy of this exercise in the form of an appendix together with your Task 1
(part of the Assignment for this module).

Ex.1. Read the following passage and answer the questions on the next page.

Case Study: A Day With The Chief

Mark is a top-performing salesperson at a pharmaceutical supply company. As a reward for his
performance, he is treated to a trip to the corporate office in California to meet the chief executive
officer, Ms. Mills. Ms. Mills is known around the office as the “Wicked Witch of the West” because

of her short and sometimes abrasive demeanour.

Mark’s co-workers share “horror stories” of their encounters with her, stating that she rarely makes
eye contact, never smiles, and dislikes being approached unless she initiates the conversation.
Although he is excited to travel, he is also nervous about what he and Ms. Mills might talk about.
He prepares by thinking about how he can share his sales strategies and techniques. On the day of
the meeting, he waits patiently for Ms. Mills’ assistant to call him into her office. When he is escorted
in to meet her, he is shocked to see a petite woman behind the large desk smiling back at him with

kind eyes. He approaches, shakes her hand, and waits for her permission to sit.

Ms. Mills is nothing like the horrible person they made her out to be. Ms. Mills asks Mark several
thoughtful questions about why he is successful, ways the staff can be supported, and how the
company fits in with his professional goals. Mark feels more and more comfortable as she leans
forward to listen intently to what he is saying. Mark loosens his tie, crosses his legs, and begins
sharing stories of how he feels his immediate supervisor has dropped the ball on more than one
occasion and that the team would be better if more money were allocated to incentives and
bonuses. Mark immediately sees Ms. Mills’ eyes begin to squint and her brow furrow. She stands

up abruptly and says in a gruff voice that their time is up and that her assistant will show him out.
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