[image: ]


Student Name: Teodora Aleksieva	
Student ID: 1919059
Programme: Certificate of Higher Education in Skills for the Workplace
Module Title: Effective team work and communication
Assignment Title: Effective team work and communication
Name of the Lecturer: Simon Hind
Name of the University: University of Wales Trinity Saint David




From the course I understood that communication is simply the act of transferring information from one place, person or group to another. Every communication involves (at least) one sender, a message and a recipient. These include our emotions, the cultural situation, the medium used to communicate, and even our location. We studied about 4 models of communication The main types of communication we use on a daily basis: Verbal, nonverbal, written and visual. Let's take a look at each of these types of communication, why they are important and how you can improve them for success in your career. Why communication is so important? Being able to communicate effectively is perhaps the most important of all life skills. It is what enables us to pass information to other people, and to understand what is said to us.
From the course we learnt about the most in-demand communication skills and how to improve them. Communication today is very important both in the business world and in private life. Successful communication can deepen relations in personal life or professional life. In personal life, they can help us understand better people and situations that happen on a daily basis. By improving communication skills, we can improve employee engagement, teamwork, decision-making, and interdepartmental communication in the workplace. We learnt that 5 skills are really important and mandatory about our successful communication in the workplace or private life. 



Listening 
 Successful listening is not just and understanding of spoken or written information, but also an understanding of how the speaker feels during communication. Listening is the active process of receiving and responding to spoken (and sometimes unspoken) messages. It is one of the subjects studied in the field of language arts and in the discipline of conversation analysis. Listening is not just hearing what the other party in the conversation has to say. "Listening means taking a vigorous, human interest in what is being told us," said poet Alice Duer Miller. "You can listen like a blank wall or like a splendid auditorium where every sound  comes back fuller and richer."
Elements and levels of Listening

Author Marvin Gottlieb cites four elements "of good listening:
1. Attention—the focused perception of both visual and verbal stimuli
2. Hearing—the physiological act of 'opening the gates to your ears'
3. Understanding—assigning meaning to the messages received
4. Remembering—the storing of meaningful information" 

Straight talking
Conversation is the basis of communication, and one must not neglect its importance.

Non-verbal communication
When we talk about things that matter to us then we send a lot of nonverbal messages. Acording to Salesforce’s research on interpersonal communication, 93 percent of communication is non-verbal.

Stress management
Sometimes stress motivates you to be more creative at work. When you are under stress you may misunderstand other people, send confusing nonverbal signals, and use funny patterns of behavior.

Emotion control
It is important to control your emotions. Controlling your emotions is not only a good practice for your professional well-being, but also for your social life. If you can control your emotions you can avoid making people upset with unpredictable emotional reactions. In communication, feelings play an important role. Making decisions more often affects the way you feel than the way you think.

In class we learnt how to improve our communication skills. there is no single way to develop great communication skills or become a great leader.
Listen with empathy: Empathy is the ability to understand the feelings, thoughts, and beliefs of another person. Exactly this is the reason why organizations have started developing empathy in the workplace.
Speak up, Communication begins with you. Take responsibility and start communication, do not wait and expect another person to do so and don't hide behind various forms of online communication. 
Think before you speak. Most of us work best when we have time to process our own thoughts before we share them.
If the conversation or meeting is worth your precious time, take a few minutes to prepare the speech draft. 
Be ready for different answers
As you formulate a speech strategy, put yourself in the position of a person who will listen to you.
There are still many ways for Improving Communication Skills at workplace be mindful of your body language.
This one is obvious but it bears repeating. The way you stand, how you place your hands and your facial expressions all affect people’s perception of you. Take note of these basic body language tips you can apply in different situations at work. 
Accept people’s facial expressions.
Not everyone will agree with what you have to say during a meeting. Accept it. If it’s your boss who doesn’t look pleased, just carry on and know that you can address negative remarks or questions they have at the end of the presentation. You can redeem yourself then.  If you expect your first in-person meeting or presentation to be perfect, I wouldn’t be surprised if you never spoke up and just continued relying on emails and texts to communicate. It’s such a huge loss, though.
In class we learnt about what is poor communication and what is good communication. We gave a lot of examples of that how bad is poor communication because this type  
Not providing enough details and information, written or verbally, Oftentimes in business, workers need to base their decisions and actions on information they receive from others. The power of effective communication is amazing. A company that clearly communicates their strategy can get everyone working towards the same goal. Alternatively, a company that has a lack of communicate strategy clearly isn’t going to get good buy-in from the folks that work there because they don’t know the vision.

Good communication is an important part of teamwork. When there are conflicts, the work cannot be done well. That's why proper communication, listening to each other is an important part of teamwork. I learned a lot from those classes.
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